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Creating a Requisition

Background
Information

; ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

Fle Edb WView Favories Tools Help

Essential background information on this topic includes the following:

e This document covers the process of creating a requisition. During

the necessary steps involved it will also cover reacting or
responding to a requisition received from a customer agency. In
most, if not in all situations, YOU, the Procurement Officer (PO) will
be the customer agency user as well. SPIRIT was programmed to
allow the customer submitting the requisition to play a role in
reviewing and approving solicitation documents. The requisitions
for Statewide contracts are, the majority of the time created by the
Procurement Officer (PO). This necessitates your playing both
roles.

e The receipt or creation of the requisition is the first step in the

procurement process within the Spirit system. Once received or
completed, the process calls for creating a Procurement Plan or
PP. The PP then becomes the document that links the
procurement in all its stages.

o The PP will be the first document that you will need to submit to

the customer for approval. Once you submit to the customer, you
will need to go back into the PP and submit to the PO for approval.
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Automated eProcurement System
This training deme will take you through the steps inveolved in

creating and viewing a requisition. =
You will receive and view requisitions from customer agencies
that will require action by you. You will alse have the right to
_ create requisitions for the purpose of creating statewide _
centracts.
The Arizo|
The Arizon ;e is
the central ent is

managed through the development of policies, training, and agency
delegations. We also establish and administer statewide contracts for
state agencies and political subdivisions. These contracts are established
from individual requests and focus-group activities with the State agencies —
and participating members of the Cooperative Purchasing Partnership.

The Cooperative Purchasing Partnership includes over 400 colleges and

universities, counties, cities, school districts and qualified not-for-profit

organizations.
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This document will take you through the steps involved in creating and viewing a requisition.

Page 1 of 244

POPMPA Section One Unlimited



Created on 6/25/2004 2:05 PM Procurement Officers and SPIRIT 1.5

After logging in to the Spirit system, Click on the _ tab to open the menu
options for all things requisition related. The requisitions tab will expand to include the
options below.

CEant

| _Home = 10
You are logged in as: Weilcome to SPIRIT

Pete Matirik
I'E‘i"el'elii awn. fi. The Arizona State Procurement Office (AzSPO)
Faage loaded o : 3 gt Il

Create Requisition
My Requisitions
All Requisitions
My Procurement

The Arizona State Procurement Office (AzSPQ)

The Arizona Department of Administration, State Procurement Office, is

Plar:s - the central procurement authority for the State of Arizona. Procurement is
— managed through the development of policies, training, and agency
FTOpP0Sa delegations. We also establish and administer statewide contracts for
valuatior state agencies and political subdivisions. These contracts are established
Gontracte from individual requests and focus-group activities with the State agencies

— and participating members of the Cooperative Purchasing Partnership.
Ryl s The Cooperative Purchasing Partnership includes over 400 colleges and
universities, counties, cities, school districts and qualified not-for-profit

9 organizations.
e
L N,

Help

To view your requisitions received from a customer or created by you, Click on the
My Requisitions

The Spirit system will notify you via e-mail when a new requisition is received.

Click on the AllRequisitions oy, 5 view a list of all requisitions received by everyone
included in your Government Entity (GE).

Click on the My Procurement Plans
begun (draft) or published.

tab to view procurement plans or PPs that you have

As you will see later in the training, everything in the process is tied to this document.

To begin, we will create a requisition.

Click on the Ereate Requisition t5p
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SPIRIT: New Requisition
Requisition #:ADSM-5QJUWE

Page loaded on 0 103 at 02:56:12 P,

e = Required Field

Document Information 2
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

Note Any fields with the red dot are mandatory or required fields.
This first row of fields contains:
Requisition #: the Spirit system assigns a number to the requisition at its creation.

Solicitation #: status at this point is TBD or To Be Decided. The Spirit system automatically
assigns this as well when the Procurement Plan is created. However, its assigned number
will not be viewable to users (including yourself) until the Procurement Plan is complete.

Contract #: status at this point is the same as Solicitation number. This will not be assigned
until a contract has been created. The format will follow the same format that the State
Procurement Office has for a number of years now, ADXXXXXX . Strategic Contracts will
have a different acronym, but the same format. Each supplier awarded will have a
designation of -1, -2, -3, etc.
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SPIRIT: New Requisition
Requisition #:ADSM-5QJUWE

Page loaded on 0 103 at 02:56:12 P,

e = Required Field

Document Information 2
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

This next row of fields lists the person that created the requisition.

Note that the name of the person is a link. You may click on any links you see in the Spirit
system to view relevant information for that link. In this instance the link brings you to the
requisition creators profile, which contains their contact information, etc..

Date Created: Is the date the requisition was created in the Spirit system.
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SPIRIT: New Requisition
Requisition #:ADSM-5QJUWE

Page loaded on 0 103 at 02:56:12 P,

e = Required Field

Document Information 2
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

Gov't Entity: defines the Agency or office the creator of the requisition is assigned to. This
link may also be clicked on to view address information as well. When in a government entity
profile, you will be able to view users profiles of those assigned to that office, by clicking on
their links in the government entity profile.

PO assigned: is the Procurement Officer that the requisition will be assigned to. The Spirit
system assigns requisitions by commodity code. The PM or Procurement Manager for a
particular PO has the user rights that allows for the reassignment of any requisition
(reassignment functionality is first available at the Procurement Plan), whether the
reassignment is due to workload or the requisition did not reach the appropriate PO. The PA
and Spirit Administrator have this functionality as well.

This particular requisition has not been assigned due to the fact that it has not had any
commodity codes assigned to it yet. That takes place during the line item creation phase.
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SPIRIT: New Requisition
Requisition #ADSM-5QJUWE

Fage loaded on 08 003 at 03:56:12 PR,
e = Required Field

Document Information | %
Requisition ADSM- Solicitation #: TBD ContractTBD
#: 5QJUWE #:
Created By: Pete Mahnke/Arizona State Date 08/18/2003

Procurement Office Created:
Gov't Entity: Arizona State Procurement PO TBD

Office Assigned:
Process Requisition Creation Status: Draft

Status:

The fields in this row track the various statuses of the requisition.
Process Status covers the entire procurement process status.

Status, tracks the status of the document you are viewing or working on.

Ship To Address

o Address:  [100 MNorth 15th Avenue
|Suite 104

o City: Phoenix ° AZ | @ Zip:[ss007

State: [
@ County: Maricopa -

Ship To Address loads from the requisition creator’s government agency profile. If the Ship to
is a different location, they can type in the appropriate location.
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These next screens will break down the various types of requisitions you can create/receive in
the Spirit system.

Click on the drop down menu E, to select the requisition type.

Note the options

Furchase j

Furchase
[Off Cantract

=ole Source
Emergency
Competition lmpractical

The Purchase requisition routes to the PO for action.

The Off Contract purchase requisition routes to the PO for recommendation. When
complete it routes to the PA or Procurement Administrator for final approval/rejection.

The Sole Source requisition, like the Off Contract requisition routes to the PO for
recommendation. When completed by the PO it routes to the PA for final approval/rejection.
The Emergency requisition routes directly to the PA for approval/rejection. If approved within
the Spirit system, it will then route to the appropriate PO by commodity code for action.

The Competition Impractical routes to the PO for recommendation. Upon completion it
routes to the PA for final approval/rejection.
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7} ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =] x|

Fle Edt Wew Favortes Tools Help | "

Ebak v =S - Q) 4t | @search GalFavarites @meda <8 | BN S =

Address I@jhttps:ﬂp’spw’lttest‘az‘guvﬂApph:atmnsﬂSF‘IRleSR‘nsf ~| @ ‘Links »

Ym!ihlas e Type: Off Cantract Total Est. $.00 E
Pete Mahnke Price:
° Requested By [~ ][~ =I[- =]
: Date:
o Background of Situation\Need
E
=
» Justification
| Solicitations | |
Proposals | =l
o Short Description
I
» Full Description
B
|
Suggested Suppliers |2
Add Remaove I Search
Hel Supplier#  Supplier Name
handa Bassuord =
|&] Done REY
igistart |J s - e H [EHovel-deliversd Applicati... || &Y ADDA: SPIRIT - Autom... 2 eI § @el N M= BEE  «ozem

Each of the requisition types other than Purchase requires the fields included above. Each
wraps the characters typed, so if additional space is needed, the user can just keep typing.
Also, as with many documents in Spirit, they may attach any files necessary.

The Purchase requisition only requires a Short and Full description.

The Spirit system loads the fields necessary dependant upon the type select.

The Purchase requisition will be used for the purpose of this section

From the Requisition Type drop down menu Click on Purchase
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/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer &) x|
File Edt WView Favorites Tools Halp ‘

@Bk - = v (@ 2} | @ search GalFavorkes @veda <4 | By S =1 5

Address [{&] httpss//spirittest. az.gov/Applications/SPIRIT{SR.nsf

R,

A [ ] [ =]
&
Ym!m @ Type: Furchase - Total Est.
Pete Mahnke Price:
‘Requisitions @ Requested By FEFEF =
Date:
o Short Description
I
» Full Description
El
| SolIcitations | =
[ Evaluations | Suggested Suppliers 7
Acdd Femave | Saarch
 Lontracts |
= Supplier#  Supplier Name
Bl e
[ Seafcir | Comments:
@&a@i z
A L El
= Line ltems 2
Commodity Code uoMm Oty  EstUnit |
|@E)ur"ve‘ i T n_.-_| | |5 | nternet
idlistart H e 9 |J Eiovelldelversd fppicati... [ E1aD0A: sPIRIT - Autom.. L@l AENFEERC.  woem

From the drop down menu El the Requested By Date is selected.

This date represents the date by which the customer (remember, you will likely be playing
that role as well), would like the procurement completed.

A brief description of the requisition must be typed in the Short Description field. A longer,
more definitive description is typed into the Full Description field.

Both the Short and Full Description language entered will be used as criteria for searching
for the various documents in the Spirit system.

Suggested Suppliers 7
Al | Remaowve || Searu:hl

Supplier#  Supplier Mames

Comments:

=
[ -

The Suggested Suppliers section allows for the inclusion of additional suppliers to the
solicitation beyond those selected by the Spirit system by commodity code.

The Spirit system does not select the suppliers until the price sheet has been created in the
solicitation draft.
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The auto selection of suppliers is also dependant upon what type of requisition is created.
Purchase - selects all suppliers by code

Off Contract - allows for the use of a supplier listed in the requisition, added in the
solicitation draft or the auto selection by Spirit

Sole Source - does not generate a supplier list and uses the supplier included in the
requisition or solicitation draft

Emergency - does not generate a supplier list and uses the supplier included in the
requisition or solicitation draft

Competition Impractical - does not generate a list and notifies the supplier listed in
the requisition, however, the solicitation itself is viewable and respond able by other suppliers
if they access it in the All Solicitations list available to them. Again you may also add the
supplier at the solicitation draft stage.

NOTE The Spirit system does not generate a suggested supplier list for RFQs. Each
supplier must be selected from the database.

ADDING SUPPLIERS
The various methods for finding and adding suggested suppliers will now be covered

Best practice when searching for anything in the Spirit system is to use the wildcard in your
searches. The wildcard tells the search engine to search for your criteria with anything that
follows it. The Spirit system uses an asterisk * as the wildcard. Example: Joe* the results of
which would be all suppliers starting with Joe.

Suggested Suppliers 7
Add i Eemove i] Search i

Supplier#  Supplier Mame

Comments:

1 B

One way to select suppliers is by clicking on the i

containing the entire Spirit database

Add

button. This will open a window

Click on the button
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72} https:/ /spirittest.az.gov,/Applications/SFIRIT/SR.nsf/pick! Tl 54| =181
abak v = - @ 2 4| Does
Address [&] hitps:fspirittest, az.govidpplc
| Search
Business Org &
Name Address Fopse Striichire r
I
Ynmm?au @ A c < 5|
ou are logged in as =5 Consuling rizona Corp.
Pete Mahnke o ™ Again Phy AZ, 85555 Firm \Fr)wclu_dmg MNaon- b
REquISItions | rofit r
Di [
& A56kjhbwidki G L
o I i Construction  yovermment L,
> d i ’
=
How to Create a Reguisition =]
[Solicitations™ =
Froposa
valuatio Suggested Suppliers |7
[Contrat Add Remove | Search
Supplier#  Supplier Name
B E—
[ SEarch | Comments:
& p
- A
e L E
s Line Items 2
Help Commodity Code uom Qty  EstUnit a
- - Bk ialaa Malia o =
|&] Done REY
i#fistart |J & G H Eovel-delivered Appicati... | &34004: SPIRIT - Automat... |[Ehtts:/ /spirittest.az.a... [Cea@IE @ENAEBERC <o

The above SPIRIT: Suppliers window will open displaying the list.

Scroll down through the list. To select a supplier, click within the checkboxl . You then scroll

to the bottom of the screen and Click on the ol button to select those suppliers

checked or cancel. The supplier(s) selected will now be listed in the area as designated by
the red X in the image on the next page

Suggested Suppliers 7
A Femaove || Search |

Supplier#  Supplier Name
X X

At the bottom of the search results page, you may also Click on the N€Xt Documents -->

and =-- Previous Documents |inks to continue going through the list. By doing this
though, none of the suppliers you may have placed a checkmark next to will load into the
requisition

Suggested Suppliers 7
Add i Femove |J* Search |

Supplier#  Supplier Mame

Another option is to type a known supplier name in the search field then click on the

222N | button. Or you may type in a partial search. J* the beginning of a known name

with the asterisk * as a wildcard.
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The results of which will open the same window with suppliers listed that match the criteria.
You would then scroll through the list and select the supplier(s) you are looking for, as done in
the previous example.

Note When searching, you may also enter search criteria in the Search Results window
search field and continue your search from their. See image below

/3 SPIRIT: Search - Microsoft Internet Explorer o ]

SPIRIT: Search Results

|»

3 at 03:57:54 Ph.

[>OOCK Search |

5 Documents Found

Name Address Business Org MBI
Type Structure
. Small
: : Arizona :
I~ Jdimmi , Business
. , 16 Sixteenth St Corp. R
Gizma's Ploostan HI, 88ggg  nolesaler o cding  Minority
Zizmos Nor-Profit Own_ed
Business
Small

Business ~|

To remove any selected suppliers:

Click on the ml button.

A window like the one you used to select suppliers will open with a list of those you selected.

Place a checkmark in the checkbox [ to the left of supplier(s) you wish to remove, scroll to
the bottom of the screen and Click on the OK button.

Note The Comments window is not mandatory however, you may make any comments you
feel is necessary regarding the suppliers added.
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LINE ITEMS

We will now cover adding line items. Like Azpix, the supplier database has appropriate
commodity codes selected by the suppliers when they registered. Clicking on the Select
button will open a window with all codes in the databases. You would scroll through this as
demonstrated previously with the Suggested Suppliers. Selecting the desired code is
different in that you Click on the commodity code link to select it, rather than clicking in the
checkbox.

Or you may enter written criteria in the Search window (example, tire*) and Click on the
Search button.

Or you may enter a known or partial code and Click Search.

Remember, for best results use the wildcard *
First we will go the laborious route, which opens the database listing all commodity codes.

Click on ﬂl

/2 ADOA: SPIRIT - Automat

As mentioned, the entire list | =151

Fle Edt Yew Favortes Tooks F opens. Like the Suggested ﬁ
Suppliers, you may type search
wik - 5 - o | Qses criteria here and click search.
Address [] hitps: fsprittest.az goviappic =] e |unks »
Search
Code Description
o oocs | .
You are logged in as 0005-0000 ABRASIVES
Pete Mahnke 1 e——— — =]
J—— rasive Equipment an
‘Requisitions 0005.0005 AbES e
Abrasives, Coated: Cloth,
l ol 0 D Fiber, Sandpaper, atc
Ci ons.00q Pbrasives, Sandolasting, Uom Oty  EstUnit
Wetal Price
[Solicitations | 5 Ahracivas Sandhlactin | [-Select- =] | |
‘Proposais | Commodity Code Item Description
| Add
valuato
el ey Add | Remove
(search | None
%&4’:‘!&9
Index PCA AY Comp Obj
[ ] [ 1] ]
Help
hanaa Bassword Save as: & Draft ¢ Comblete |
[&] pone [ [& [ memet
gl start “ T & A H ENovel-delivered Applicati.. | &AD0A: SPIRIT - Automat... |I@http;://spirittest.az.q... |§l§®me GOCB N B EEIE.  s04pm
As mentioned, the entire list opens. Like the Suggested Suppliers, you may type search

criteria in the search field within the list and click Search .

Note
The code is a link B021-0045  This is how the commodity codes are selected. Just
click on the desired code, Spirit will close the commodity code window and load the
code into the requisition. If you wish, you may click on the Close button or click on
Previous or Next Documents to continue through the list.
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Pete Mahnke Commodity Code Uom Oty  EstUnit
[Requisitions ™ Price
0031-0045 - Filters, Air Conditioning/Furnace [-Select- =] | |
(Dispo ... [mare]
Select | Search
Commodity Code Item Description
| Add
S Add Remove
e None
[ Confracts
[Other———
EEEU — Index PCA AY Comp Obj
LN
Save as: « Draft © Complete
Hel Submit | Reset
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Clicking on 0031-0045 loaded the code into the Line Item section of the requisition as
displayed above.

Even though the code is listed, it is not completely linked to the line item until you click the
ADD button below, which you will see further on in the process. There are a couple more
steps to be taken yet.

Another means of searching is by typing a known or partial code in the Search field. If the
new code is selected, it will replace the one presently showing on the screen.

If you were to type 0070* in the search window the results listed would be all codes with 0070
as the commaodity class and those with 0070 as subclass.

Note the results. The search was done using 0070. The codes returned were those that
contain 0070 anywhere. It could be as the first one is; the sub-class or 0070 could lead as
the commodity class.

To further refine the search, the wildcard comes in to play:

*-0070 would result in the refinement being codes with 0070 as subclass

0070-* would result in the refinement being commodity the commodity class of 0070
and its subclasses.

Note that a dash or hyphen was used at either end. That is a further definition of the criteria
as it is a separator of commodity and subclass.
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/) https:/ /spirittest.az.qov/Applic

=101 %] =181

Fle Edt Wiew H = |
<mBack + = - Q) 4t | @isea
Address |£g“| https:/fspirittest, az. gow /Applc TR o e
0070-0018 Search
1 Documents Found
Code Description
\(m!% MWotor Scooters and
Pete Mahnke Q070.001g Ucksters, Engine Driven Uom Oty  EstUnit
I — {Including all Terrain Price

I.‘ﬂl L) E “l"ﬂ

oo Wehicles) |—Se\em—j | |

D

_5 Close

Ci

[~ Add
[Solicitations™ =l

TEVNELT Add Remove
. None
[Contracts
KoL a—
EEEU — Index PCA AY Comp Obj
LN
Save as: « Draft © Complete
He Submit | Reset —I

B B s |
i#fistart |J & G H ovel-delivered Appicati... | &3400A: SPIRIT - Automat... |[Ehtts:/ /spirittest.az.a... (L@ AANMERRE oum

The above screen shot reflects searching for a specific commodity code. This is the more
likely way we would use this functionality as many may search out a commodity code(s) prior
to creating a requisition.. Simply type in the code, in this instance | used 0070-0018 and
clicked on search. The code is the only result of the search.

As mentioned previously, if you selected one of these codes it would replace the code
presently loaded into the requisition.

When you reach these areas familiarize yourself with various ways to search. Practice makes
perfect.

By this point, you may have wondered how you include additional commodity codes if each
time you select one it replaces the other. The answer if you haven't guessed it is that once
you complete a line item by filling out the rest of the information and ADDing it, it is locked in.
You would then proceed to include additional line items to further define your target
procurement.

The only way to replace or change a commodity code selection once it has been ADDed is to
delete the line item in its entirety.

More on that later.
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0070-0018 - Motor Scooters and Trucksters, Engine -
Dr ....[more]
Select ||][|?|] Search
Commoedity Code Item Description
| Add
| Solicitations |
el achments | 7
— Add Remove
d d O
e None
[ Confracts
POUTRI=S
EEEU — Index PCA AY Comp Obj
L] L L] L]
ﬂw 150
Save as: « Draft © Complete
He Submit | Reset —I
[& -Done. = : = [ [5 4 mntemet
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Select a Unit of Measure from the drop down menu.
Type in the appropriate quantity, then Type in an Estimated Unit Price.

Obviously this is only an estimate. However, as it now when a customer creates a requisition
it is the total estimated price that factors into to which procurement method is used. FYI: this
fields accepts numerals and decimal points. It also allows for four decimal places

Commodity Code Item Description

Commodity Code ltem Description
| Add

This area might be used by the customer to further define the commodity code and subclass
selected. At the time of solicitation price sheet drafting you will be selecting down to the
commodity code item level.

Each line item created in a solicitation will have to be brought down the item description level.
These will have to be created ahead of time for a given solicitation. If the customer breaks it
down for you, it may give you a better idea of how to describe it.

However, in most if not all instances, you (the PO) will be the customer as well since you will
be creating your own requisitions for Statewide contracts.

For Commodity Code ltem requests see “Creating a Commaodity Code Item” request following
the section for creating a Supplier Information Request.
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Add

Once you have entered all Line Item relevant information Click on the button

LI# CC CC Description UOM Gty EstUnitPrice ExtPrice

Iotor Scooters
and Trucksters,

Engine Driven
1 0070-0018 (ncluding all Each 10 $1000000 $100,000.00 Reme|

Terrain
Wehicles)

Above is how the line item will appear in the requisition once you have added it. Note the

M button. Clicking on it will delete the line item created in its entirety.

Note that the commodity code is a blue link. Clicking on it would open the window below
allowing for the editing of UOM, Qty, Est Unit Price and commodity code item description.

2} SPIRIT: Requisition Line IE — O] =]
Y

Requisition Line ltem

Commaodity Code:
Q070-0018 - Motor Scooters and
Trucksters, Engine Driven {Including all
Terrain Yehicles)

Commaodity Code Description:

IOk ity Eoi Uit ExiEicE

B
|Each  ~|fi0 [s$70000.00 §
100,000.00
Submitl Cancell Resetl

-
4| I

Make the available changes and click on Ml If you don’t wish to make changes click
on the ﬂl button. Any changes you make can be ﬂl by clicking on that button.
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and Trucksters,
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e 1 0070-0018 {ncluding i Each 10  $10,00000 $100,00000 _Remaove
e Terrain
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B
P — Atachments | 7|
Add Remove
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He Index PCA AY Comp Obj
‘@ Done T liyilg & Internet
igistart |J s - e H [EHovel-deliversd Applicati... || &Y ADDA: SPIRIT - Autom... [Cea@IE @B NMEEEC.  «osem

A completed line item will resemble the image above

ATTACHMENTS

Attachments 7

Add | Remowe |

None

The Attachment functionality is much like that, with which we include files with an e-mail.

The customer or you may add several documents to the requisition, including the Scope of
Work or Specification prior to it's being submitted as Complete. If not, you will still be able to
attach either of those documents later during the solicitation draft stage.

When you do receive a Scope, you may want to save it elsewhere to allow for any editing that

may be necessary. Any documents attached to the requisition will be available for the
solicitation.

To include an attachment Click on Add
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EqUISITIonS | and Trucksters,
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Terrain
Wehicles)
Corenone I tachments [ *?
Add Remove
=
None

valuations |
 contracts | Accounting Data
[Other ™} Index PCA AY Comp Obj
LG L L L] L

@Wﬂﬁ Save as: « Draft © Complete

Submit | Reset
Help These pages are maintained by the Arizona State Procurement Office

hanoe Bassiocd Do £l remmn APt PR e R o it e £ 100 it A Arrim b Bl
|&] Done REY
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The Attach File window opens. To locate the file, Click on Browse...

Locate the file you wish to attach and Click onlﬂl. This will load the file into the
Spirit: Attach File window. Either double click on the file icon or Click on the Open button

7} ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer = =] x|

File Edit View Favorites Tools Help =
<Eback ~ = - Q) 4t | @search GalFavarites @meda <8 | BN S =

Address I@jhttps:ﬂp’spw’lttest‘az‘guvﬂApph:atmnsﬂSF‘IRleSR‘nsf ~| @ ‘Links »

» [ ]
¥ ’ | ':j!'” Engine Driven ‘ =
ou are logged in as X
Pea e 1 0070-0018 gncludmg al Each 11 $30,00000 $990,000,00 _Remaove
- 1 arrain
s
Add Remove
Stress Scope.doc

| Solicitations |

Index PCA AY Comp Obj

P —— L1 L1 [ L1

L Save as: # Draft © Complete

| Search |

Submit Reset
: These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office
Help

‘@ -Done. = R liyilg & Internet

igistart |J s - e H [EHovel-deliversd Applicati... || &Y ADDA: SPIRIT - Autom... L@ E @B NMEEEC.  «oeem
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The file now appears in the Attachment section of the requisition.

Note: the time required for the document to attach is wholly dependent upon the size of the
file. For instance, if the file is six (6) mb in size it could take a few minutes to attach. Just be
patient.

To open for the purpose of saving or viewing Click on the filename link. This will open the
document. If you received the requisition, you would be able to do a Save As with this file for
further work and attach it during the solicitation draft stage, which will be covered later in the
process.

Close it by clicking on the windows X

To remove any file attached to the requisition, Click on the MEJ button. A smaller
window listing the documents attached to the requisition will open. Each file will have a

checkboxl  to its left. Place a checkmark in the box of the file you wish to remove then click
OK.

Clicking on Submit will save the requisition as Draft, as the Spirit system default is set at draft.
If the requisition is Complete, change the Save as: to Complete and Click Submit.
Once submitted as complete, you will no longer be able to make any changes to the

requisition. However, if any additional line items or commodity codes are needed, they may
be added at the Price Sheet draft stage of the solicitation.

Accounting Data

Index PCA AY Comp Obj
[ [ [ [

Save as: # Draft © Complete

Submit i Reasat i

Note The Accounting Data section is not a functional part of the Spirit system at this time;
however, information may still be entered.

Once submitted you end up in your My Requisitions area of the Spirit system.

NOTE: SPIRIT assigns and routes requisitions based upon commodity code. Once you have
submitted the requisition as complete and are routed to your My Requisitions area look to see
who the requisition was assigned to in the PO column (see image next page). If the
commodity code used is not assigned to you, the requisition will not be assigned to you.
Procurement Managers (PM) can change the PO assigned at the next step in the process;
the Procurement Plan (PP).

SPIRIT could also assign the requisition to a Procurement Manager (PM) if there is a conflict
with regard to commodity code assignment.
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| Requisitions |
Req # Status Title PO Requestor Type Est Price
Pete Pete
ADSH Pending Howy to MahnkelArizona Mahnke/Arizona
SQJUWG Procurement Create a State State Purchase $ 990,000.00
Flan Requisition Procurement Procurement
| Solicitations | Office Office
Pete
Mahnke/Arizona
LEValUGlions | 28?}:%4 Complete ?EFEESREP State Greg Dwight Purchase $ 100,000.00
Procurement
A Office
jUther |
Stress Test Pste
ADSM Training MahnkefArizona
SQJRN.J Complete Session 2 State Greg Dwight Purchase $ 100,000.00
RFP 2 Procurement
Practice Office
Pete
ADSM %g‘aﬁ;;est MahnkefArizona _
Help e, Complete State Grag Dwight Purchase $100,000.00
hanoa Pagsword e §Si5‘fm2 Frocurement =l
|&] Done [ & @memet
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Procurement Plan

Background Essential background information on this topic includes the following:

Information

A Procurement Plan has to be created for every requisition that
initiates a procurement in the Spirit system.

All documents in the solicitation process are tied to the
Procurement Plan dates

Since performance is linked to dates met, you will want to identify
the dates to be met as best as possible. The system tracks the
variance in days.

Before You Before beginning the task, obtain the following information:

Begin

You must have received or created a requisition prior to creating a
Procurement Plan (PP). The link to create is only available in that
document.

As mentioned previously. If you have created the requisition for a
solicitation that you must do; you will be the Procurement Officer
(PO) and Customer. This does not require your logging out and in
again.

e e SPIRIT: How to Create a Requisition
"RequUISIioNS | Requisition #ADSM-5QJUW6
Complete
Document Information | |
Suspend i
Slicitation Create Procurement Plan
—— Requisition ADSM- Solicitation #: TBD Contract TBD
S il #: 5QJUW6 #
valualig Created By: Pete Mahnke/Arizona State Date 08/18/2003
‘contracts Procurement Office Created:
Ath e Gov't Entity: Arizona State Procurement PO Pete
R Office Assigned: Mahnke/Arizona
| wEarch | State Procurement
gﬁ Office
Qﬂiﬁ‘tﬁ‘aé‘(? grocess Pending Procurement Plan Status: Complete
tatus:
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The Procurement Plan here on in referred to as PP is created from the requisition. Once you
have received or completed creating a requisition, the link to Create PP will appear at the top
center of the Document Information section of the requisition. To create one, Click on Create
PP.

The PP contains key dates in the procurement process entered by you that should be met
during the process. Your PP, once completed will be forwarded to the customer for their
review. If any dates selected by you are not acceptable to the customer, regardless of the
reason, the customer can change those dates. The PP then routes back to you the PO with
the changes and comments from the customer for your approval. Once agreement has been
reached by both parties, the PP can be published. If agreement cannot be made a happy
medium must be found. After the first few rounds, the PO has the user role authority to
publish the PP if agreement cannot be made.

REMEMBER, if the PO creates the requisition, you shouldn't have any difficulty agreeing with
yourself, however, you do still have to go through the process of Submitting to Customer for
Approval (you in this instance). Once submitted for approval to the customer, you return to
the PP, click on the edit icon and submit for approval back to the PO. Again, return to the PP,
click the edit icon, select Publish and click on the submit button.

A better understanding of the process should be found by the time you finish viewing this
section.

e SPIRIT: How to Create a Requisition
"REGUISITIONS | Requisition #:ADSM-5QJUWE
Page loaded on 0
Document Information . | |
Suspend i
A BT Create Procurement Plan
W_ — Requisition ADSM- Solicitation #: TBD ContractTBD
SRR #: 5QJUW6 #:
valuation Created By: Pete Mahnke/Arizona State Date 08/18/2003
‘contracts Procurement Office Created:
AT Gov't Entity: Arizona State Procurement PO Pete
— Office Assigned: Mahnke/Arizona
| SEarch | State Procurement
@z Office
%‘tﬁ@fé‘(d grocess Pending Procurement Plan Status: Complete
tatus:

The Suspend button is used to do just that, suspend the requisition. The suspend
button was not available during the drafting of the requisition demo due to the fact that
it does not appear until the requisition has been completed.

The PO and PM have the authority to suspend a requisition for various procurement
related reasons. The PA has the authority to cancel the suspended requisition.

Once a PP has been started, the Create Procurement Plan link changes to View
Procurement Plan. It can then be accessed by clicking on that link when viewable or
by clicking on the My Procurement Plans under Requisitions at the navigation buttons
to the left.
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- e SPIRIT: How to Create a Requisition
"REQUISTIONS | Requisition #ADSM-5QJUWE
DocumentInformation | |
Suspend i
AT B TR Create Procurement Plan
W_ — Requisition ADSM- Solicitation #: TBD ContractTBD
s # 5QJUWE #
valuallg Created By: Pete Mahnke/Arizona State Date 08/18/2003
‘contracts Procurement Office Created:
At Gov't Entity: Arizona State Procurement PO Pete
—— Office Assigned: Mahnke/Arizona
| searcn | State Procurement
,{ﬁ Office
%‘t@'ﬁé‘(é grocess Pending Procurement Plan Status: Complete
tatus:

Note the status of the procurement process as well as the status of the requisition.
The Process Status reflects the next step.

Status: field to its right reflects the status of the document you are viewing.

- SPIRIT: How fo Create a Requisition
"REqUISTIONS | Requisition #:ADSM-5QJUW6
Document Information |
Suspend i
e [—]Create Procurement Plan
— Requisition ADSM- Solicitation #: TBD Contract TBD
CAL #: 5QJUWS #:
valualia Created By: Pete Mahnke/Arizona State Date 08/18/2003
‘contracts Procurement Office Created:
ATh e Gov't Entity: Arizona State Procurement PO Pete
R Office Assigned: Mahnke/Arizona
| searcn | State Procurement
f‘ﬁ Office
%‘t'ﬁ@:é‘(? grocess Pending Procurement Plan Status: Complete
tatus:

Once the requisition needs are understood (only necessary if you received from a customer),
you may create your PP by Clicking on the Create Procurement Plan link.
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/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer : o =1

Fls Edt View Favortes Tools Help | i

GBack = v (D it | @search [ElFavortes meda <4 | B S =1 5

Address |®j https:}{spirittest, a2 gowiapplications/SPIRIT/SR. sk

H Logaut
You are logged in as Procurement Plan
Fete Mahnke =
‘Requisifions | Requisition #ADSM-5QJUWE
) S " o = Required Field
Document Information 2]
Requisition ADSM- Solicitation TBD Contract TBD
"Sollcitations #: 5QJUWS #: #:
e Created By: Pete Mahnke/Arizona Date 08/18/2003
S State Procurement Office Created:
VELVE Requestor: Pete Mahnke/Arizona Gov't Entity: Arizona State
‘Contracts | State Procurement Office Procurement Office
2 Process PP: Pending Status: Draft
R :
Status:
{Search | Requisition How to Create a Requisition
g@ Title:
A "y&
General Information
PO Assigned: Pete Mahnke/Arizona State Procurement Office

PM Assigned: Rex Martin/Arizona PA Assigned: Katherine

Help
hanoo D rord State Procurement Babonis/Arizona State =l
[ [ [ [ [# mtemet
iglistart H G B R H [Enovell-dslivered Applicati... || &ADDA: SPIRIT - Autom... (L@ @@NAEEDC  woam

Note You can return to the requisition by clicking on its link

Created By, Requestor and Gov'’t Entity are links as well

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADOA LAN = |

File Edit View Favorites Tools  Help
Back ~ = - @ ﬁ | @Search @Favur\tes @Med\a Qg‘ @. a @

Address I@https:Hsplnttest‘az‘guvmpphcat\Unsp’SPIRIvaISESR.nsF x| e ‘Lmks »

| =] [ =)
Fome—TZN T i &
You are logged in as Title:
PO ASPO
IECYUSTHUIEE)
PO Assigned: PO AtSPO/State Procurement Office
PM Assigned: PM AtSPO/State PA Assigned: PA AtSPO/State
Procurement Office Procurement Office
o Solicitation [F]RFP ~ IFB < RFQ (Cost) ~ RFQ
Type:
| Solicitations | e Contract  © Agency ¢ Multi-Agency
Type: ¢ Statewide
| Evaluations |
Lospaos Description (s = Plan Actual  Variance
| Other | Modified)
(Search | Requistion Received: 11/30/2004 11/2972004 0
@ Solicitation Draft: F=EF=EF =
A oY @ Customer Review: l:”:l - B
" e Solicitation Issued: %% - -
Solicitation -EI-El- B N/A N/A
developeitin Conference: [F=[-= cAM c PM
Location:|
hano -, ALD - '  a ' | s 5 o — [ oo — | ﬂ
[&] Done [ |5 [ intemet
dhstart| | @ [ B @ 7|| Gnoveldsivere appicati.. || E1aD0A: SPIRIT - Autom... [Ca@i IAZNEXEUDS QT st
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Note
The information available in the General Information section in the image on the

previous page. None of these is a link

/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADOA LAN =] x|

Fle Edt View Favorites Tools Help ﬁ
ek - = - (D | @search Ggravortes iveoa 3 | (2 5 5 =] [

Address |®_‘| hitps: {fspirittast.52.gov/Applications/SPIRIT f+15/5R. nsF j e |L|nk5 2z
SPIRIT: ADO!
“ : ors 06t o A
Automated eProcurement System
[ Home ——TaHout I I |
You are logged in as: Title:
PO AISPO
| Requistiions | General Information
PO Assigned: PO AtSPO/State Procurement Office
PM Assigned: PM AtSPO/State PA Assigned: PA AtSPO/State
Procurement Office Procurement Office
@ Solicitation [F]RFP ¢ IFB < RFQ (Cost) © RFQ
Type:
| SOlICHations | e Contract Agency ¢ Mult-Agency
Type: « Statewide
| EvalUations |
ProcurementDates | 7
Loscias | Description (s = Plan Actual Variance
jother | Modified)
(Search | Requistion Received: 11/30/2004 11/29/2004 0
» Solicitation Draft: == =
ﬁm‘iﬁ(& _| @ Customer Review: == =
: @ Solicitation Issued: % % - =
Solicitation -EHI-E|- B N/A N/A
developed in ~| Conference: [F === cAM - PM
a-Tatal-W-F aord a ' o ' | o 15— 1 — | LI
[@)Dane il B
distart||| & [ B @ || Griovelidelvered appicati.. |[E1AD0A: SPIRIT - Autom... La@i IAENEHABEUAS LT s

Itis in the PP that you select the type of solicitation you will do for this procurement.
Select the radio button for the appropriate procurement type (Solicitation Type).

You are all familiar with an RFP and IFB. However, the Spirit system has the RFQ set up in
two different ways. They are:

RFQ (Cost): which is the process they tend to follow the majority of the time; based
primarily on cost.

RFQ: follows more in line with an RFP and allows for evaluation.

The selection of either will depend upon the needs of the particular procurement. In many, if
not all instances, you will not be using RFQ —Cs or RFQs as SPIRIT will be used by you
primarily for Statewide contracts.

Beneath the Solicitation Type is the Contract Type section. Again, you will primarily be
selecting Statewide.

NOTE: Once the Procurement Plan is completed and published (not publicly
published/viewable), you will not be able to change the Solicitation or Contract Type.
Canceling the procurement will be necessary and you will need to create a new requisition.

In the actions that follow, note that the Date drop down menu configuration changes
depending upon the procurement type selected.
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/Z} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer . ==l x|
Fls Edt View Favortes Tools Help | i
Gbak ~ = - (D it | @search [ElFavortes meda <4 | B S =1 5

Address [&] httpss//spirittest, az.gov/Applications/SPIRIT/SR. nsf x| e ‘Lmks >

G,

[~Viorie 5500 Procurement Dates . =l
You are logged in as Description (s = Plan Actual Variance
. Fete Mahnke Modified)
ECUUTLTLVIES) Requistion Received:  08/18/2003 08/18/2003 0
@ Solicitation Draft: = R e
@ Customer Review: FEHFEF
o Solicitation Issued: [ =[[- =[[- =
Solicitation FE[-E[- & N/A N/A
Conference: [F=- = cAM
| Solicitations | - PM
Location:|
(Evaluations | o Amendment Issued: [~ =I[- == -]
[Contracts | @ Solicitation Due: | |
5 o Evaluation Form e s |
ey Due:
| Search | o Evaluation Meeting: [~ =I[- =ZI[- = N/A N/A
@ Clarifications: FHFEF = N/A N/A
@Wﬁ]‘) o Clarifications Due: [~ =]~ =I[- =] N/A N/A
@ Presentation: e | | NAA NIA
o BAFO Due: [E-E[- E
- - g
|@ E)one. - = | ‘ |é |° Internet
dhstart| | 17 @ & || Enovelelversd appicati. . |[]aD0A: SPIRIT - Autom... [Ea@Ds@aNHEETT  wom

Dates are selected by using the drop down menus

Take a moment to note the key dates that must be selected for the RFP. The PP also loads
these date fields as mandatory for an RFQ
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/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer § o =1

File Edit Wiew Favorites  Tools  Help | L

Gbak ~ = - (D it | @search [ElFavortes meda <4 | B S =1 5

Address |£éj https:}{spirittest, a2 gowiapplications/SPIRIT/SR. sk

] ) [ ]
[ TioriE—TEaa0 @ Solicitation « RFP #|FB « RFQ (Cost) ~ RFQ i =l
You are logged in as Type:
Fete Mahnke
R ProcurementDates | 7
Description (s = Plan Actual Variance
Modified)
Requistion Received: 08/18/2003 08/18/2003 0
@ Solicitation Draft: FEI=F =
[Solicitations o Customer Review: o s |
T @ Solicitation Issued: FEIHF =
: Solicitation E-E[- E N/A N/A
vallations Conference: === A
[Contracts LEN
v Location:|
W o Amendment Issued: [~ =[[- =I[- =]
S LTRSS @ Solicitation Due: [FEI[-=[- =
% -~ o Evaluation Form FEHFEFEH
AT Due:
o Evaluation Meeting: [~ =I[- =I[- = N/A N/A
@ Award: FEHFEF =
[&] Done [ [ |5 [ mtemet
dhstart| | 17 @ & || Enovelelversd appicati. . |[]aD0A: SPIRIT - Autom... [Ea@Ds@aNHEETE  wom

Take a moment to note the key dates that must be selected for the IFB. The PP also loads
these date fields as mandatory for an RFQ C.

Procurement Dates 7
Description (s = [—>|Plan [—>]Actual [—>|Variance
Modified)

The Plan date is that which you hope to meet.
Actual Date is captured by the Spirit system.

The Variance is then calculated and loaded into the appropriate column.
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Solicitation - W- - N/A N/A
Conference: [-=I[- =] - AM
- PM
Location:|

Further down in the Plan is a date area to assign the Pre-Proposal or Pre-Bid conference.
Select the date as you do the others. A time and location field is also available for the
meeting. If you do not enter this information in the Procurement Plan, you will be able to in
the solicitation draft.

/2 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =] x|

Fls Edt View Favortes Tools Help | ¥

Eback - = - D 24| Qsearch Favortes Eredan 4| By S 2l 5

Address [{&] https://spirittest, az.gov/Applications/SPIRIT/SR.nsF

Youggoﬁgﬁﬂg - PO Comments (Public):
Requicitions ™ =
|
PO Comments:
Note: Text entered here is only wiewable by Procurement Officers and Administration
Personnel
| Soliciatons | |
| Evaluations |
|
 Lontracts | Customer Comments:
Rl a— 3
| Search |
| s =l
@Wﬁt&
Approvals
PO
[&] pone [ [ |5 |4 mtemet
dhistart| | ] @ G || Enovelkdelvered appicat. . |[£]nD0A: SPIRIT - Autom.. (L@ @ENHAEEDE  wom

Note Comment fields. These can be used for communication between the Customer and
the PO to note any changes or concerns that arise from any dates chosen.

There are two Comment fields for the PO. One that is public and is viewable by all.
The other that is viewable internally only, which excludes the Customer.
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/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer o =1

Fls Edt View Favortes Tools Help | ¥

GBack + = - (D it | @search [ElFavortes meda <4 | B S =1 5

Address I@https:Hsplnttest‘az‘gDvﬂApuhcat\unsﬁ’SPIRIT;‘SR‘nsf x| e ‘Lmks »

- = — e ——————————————— - .
Ymou are logged in as MNote: Text entered here is only wiewable by Procurement Officers and Administration B
Pete Mahnke Personne|
Requisitions | =
=
Customer Comments:
|
| Solicitations |
=
| Evaluations |
[Contracts IR
PO
Rl — Customer
 Search | .
Save as: « Draft © Submit to Customer for Approval
%{) Submit | Reset
These pages are maintained by the Arizona State Procurement Office
Help Please send comments, suggestions, or questions to the Site Administrator
hanog B {c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office Jhd|
[&] Done [ 1 |5 [ ntemet
iglistart H G B R H [Enovell-dslivered Applicati... || &ADDA: SPIRIT - Autom... L@y @eNEEDC.  wom

Save as: « Draft © Submit to Customer for Approval

Subrnit | Feset |

Note Save as: options. While drafting the PP you may stop and Submit at any time when
Draft is selected. You may then return at another time to continue your work.

Submit to Customer for Approval does just what it implies. When you are ready to
send it to the Customer for their review/approval, you select the appropriate radio
button for that process.

What this does is changes the status of the PP to Pending Customer Approval. As
you will more likely than not, be the customer as well, return to PP, click on the edit
icon, scroll to the bottom and select Submit to PO for Approval and click on the submit
button.
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When you have selected all the mandatory dates, change the Save as status to Submit to
Customer for Approval.

Return to the PP by clicking on the PP number link, once in the PP click on the edit icon,
scroll to the bottom of the document and change the Save as: to Submit to PO for Approval
and click on the submit button.

When you return to the PP after the above submittal description, click on the edit icon
then scroll to the bottom of the document again. In this instance you will be selecting the
Publish status and submitting it.

Save as: © Update © Submit to Customer for Approval & Publish

Subrmnit | Feset |

That basically covers the Procurement Plan in a nutshell.

Regardless of whether or not you create the requisition or a customer creates it, a
Procurement Plan will be necessary.

The approval process flows from PO to Customer and back to PO. Note that you will not be

able to change any dates in the PP once it is published, however, you may return to make
notes regarding the procurement and save those though.
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‘7 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer E 18]
File  Edit  View Favertss  Tools  Help |
bk = - D it | @oearch GaFavortes @meda <4 | By S =1 5
Address |@https:Hsplnttest‘az‘guvmpu\lcat\unsﬁ’SPIRITISR‘nsf j @G0 ‘Lmks =
S
L
[ Home T Tha0 -
- My Procurement Plans
"Requisitions | By Requisition Nuniber
0 1 on it 0
Req Num SolNum  Type Title Status PO Requestor
Pete
Howr to Pete MWahnke/Arizona
ADSM-5QJUWE  TED RFFP  Create a Draft Mahnke State
W Requisition Prqcurement
Office
[Evaluations ™| ADSMSQURP4  ADOADDSS RFP Z1E-22 Complete o1 Greg Dwight
ontracts
Stress Test
jOther | Training B
m_ ADSMSQJRMI  ADO40058 RFP Session2  Complete Mahnke Greg Dwight
RFP 2
ﬁ@ Practice
= ? Stress Test
ADSMAEQIRMY ADO4005T RFP g:‘;';"gﬁz Complete ;‘Zfﬂke Greg Duwight
Hel RFP 1
elp
anas B — Stress Test |
|€] Done [ [ |5 | mtemet

igfistart H o & G H EENoveldsliversd Applicati. . || &7ADOA: SPIRIT - Autom... -‘ P the caphre
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Supplier Information Request

The Supplier Information Request or SIR (previously known as an RFI), within the Spirit
system allows users to query the supplier community as a possible prerequisite to a
solicitation regarding whether a service or commodity is out there and to what kind of
response we might expect to a solicitation.

This material takes you through the steps to creating and publishing the Supplier Information
Request.

After logging in to the Spirit system Click on the BthReE (b from the Navigation

menu

Note
1

2

/2 ADDA: SPIRIT - Automated eProcurement System - Micrasoft Internet Explorer provided by ADDA LAN oy (=1

Fle Edt Vew Favortes Took  Help ﬁ
Sk v = - (D 7% ‘ Qsearch [FFavorites {ivedia @‘ - = =

Address [{€] https: fepirittest, az.qoviApplications|SPIRIT/v L5/SR.nsf

=SPIRII

Automated eProcurement System

| e |unks >

[—Home 15
You are logged i

nas | T
PO AISPO My RFTquJSltlons
[ Requisitions ™} By Requisition Number
'age loaded o 14 at 10:06:57 A
| SOlicHations |
View All

[Evaluations | No documents found

NOTE: This is an aggregate view of all your data and is not a LIVE view.
Data may be delayed up to 15 minutes.

Request CC

These pages are maintained by the Arizona State Procurement Office.
[Search™ | Please send comments, suggestions, or questions to the Site Administratar
() 2003 State of Arizona Department of Administration, Arizona State Procurement Cffice

developed in
partnership with

inlnrinet E

[&] hetps:fispiittest..a2.gov/Appications/SPIRIT[ 15/FRO. nsF [CCRequest?OpentL ogin E
Hstart||| & ) B & *|| Enoveldelvered Appicat... |[£]aD0A: SPIRIT - Autom... ZoGi DONHEEYIDS ST nowm

You may Create a SIR by Clicking on the Create SIR tab

OR

You may View a Sir that you may have already created and published by
Clicking on the ¥iew SIRs tab
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When you create a SIR in the Spirit system and publish it or Submit to Supplier the work
within the Spirit system is done. The supplier community (assigned by commodity/service
code) receives an e-mail formatted with the information you requested.

It is the responsibility of the supplier to respond back to you outside the Spirit system either
via e-mail, fax or US mail dependent upon your instruction.

Click on the Create SIR tab
There is no attachment functionality in the Supplier Information Request portion of Spirit.

A WD SEIRIT - Rsbarnsted sPeocimement Syahen - Sucreaolt lebemet Cuplaiss T &
Fia Edt Vew Prsoies Took Heb -
el = = o G ) 3 Disewrh [iFworier ek (F By O o ]

e [§] s Wagirthest 52, pne g boaore R IT(SA. ref = P e

=SPIRII

Auomabed EProcureTenE Batem

e T |

Yol are logpsd In es:

Paits Mahnia SIR Mumber:  ADSM-S0OEUHE
| FRequIsmons | o Date Request [¢ =] [5=] [ ]
2 i Crue:

@ Deserption:  [The SPO neeos ko on .&3
| Froposals |
e eaton : Commodity Codes
| LOTIRGALTs |
 Cilier |

Add | Remes ﬁ Srch

Code Descriptian

| =earch | Request ]
]
@;M#Fn

4| Dora 5 | trimena:
et | | (o] 8 5 || Enees-dheed Apsboall || 2] ADOA: SPIRIT - Aukom oo [ g G ] W R e

The Spirit system automatically assigns a number to the SIR
It also requires a supplier to respond by a certain date, which is selectable from
the Due Date drop down menu by clicking on the j drop down arrow.

3 Enter a title for the information request here. For further detail you will use the
Request window.

Enter the Commaodity/Service Code appropriate to the request and Click on the
The Request Section allows for the typing in of the request itself
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File Edit Wiew Favorites Tools  F

ok - = - @ 3 @] @oea

Address |@ https: J{spirittest, a2, qow Applic

Code

[—Home T 1Eg
You are logged in as

Pete Mahnke
| Requisitions | ol
[Salicitations

0070-0000 _Search |

1 Documents Found

W 0070-0000 RELATED

ol
FIoposals i
<Previous
e - ¢
contracts |
[Other ] Co
ESC I TS

Description

AUTOMOTIVE
YEHICLES AND

TRANSPORTATION
EQUIPMENT

Next=

=

[&] pone

igfjstart H o & 5 H B novel-delivered Applicati... | 4 ADOA; SPIRIT - Automat. . |Iahttps:/,ﬂ'spirittest.az.g...

[ [ |5 |4 mtemet

The search results screen opens

|2 e § DN MEETE  u1em

Click in the checkmark boxl  to the left of the Code listed, Click on the B b uitton
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/Z} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =] x|

Fls Edt View Favortes Tools Help |

GBack + = - (D it | @ search [alFavorkes @meda B | B S =1 5

Address I@https:ffsplnttest‘az‘gDvﬂApphcat\unsﬁ’SPIRIT;‘SR‘nsf = e ‘Lmks »

SR
§ [ =] »

i

ey

YI.-EE?%J;
ou are logded [N as. i i
e New Supp!ter Informat:on Request

| Solicitations | = Required Fieid
"Evalaatione | General Information I

SIR Number:  ADSM-5QEUHK
il Date Request |5 ~| |15 =] |2003 =
PUTETS ] Due:

Description: |The SPO needs info an

SEAICTTR——] Commodity Codes
; Add Femowve | |0070-0000 Search

P 14 Code Description
0070-0000 - AUTOMOTIVE VEHICLES AND RELATED TRANSPORTATION
EQUIPMENT

Help .
|@ EZ ite‘ms‘r;ma:mng) Duv;ml;ad\;g pickure https:/ispirittest, a2, govdpplicationsfSPIRIT/PRO. nsf/Required gif POpenImageResource. ., I ’7‘ |é |° Internet
iglistart H G B R H [Enovell-delivered Applicati... || &ADDA: SPIRIT - Autom... (2@ AENAEEDE sam
The code selected is now listed. You may enter further codes as is necessary.
Y RO SPIRIT - Asbarrubed ePeocurement Sysbem - Hicrsaolt Iebemet Crplores - R =5 =
Fie Bt Vers Prorbes Took Heb -
bk = - @D DR Gifeets e O B 3G
Pebrean [{E] hiins: Msowittess 5z, pos g pkostunt S RITEA, ref x| e (ke

=SPIRIT

Aiborrated

T ]
Yo ara hgged

SIR Number:

checkmark -+ Date Request |
in the ko to I;‘L.ql\f:ﬁpﬁm- | ol
e the coders) s

m left and |m ----- Plibe sabyct tha Cadas you woukl F
i | [ e RS L 1 = —
' click Ok UKL EECmuney Code Drescription a

e e DSEH [ 70,0000 - AUTCMOTIVE VEHICLES
i Fil- - A1 WE VEHICLES -
Q0700000 ALTOM | gm0 REL ATED TRANSPORTATION TN
EQUPKENT EQUIPKENT
0% | Concal | ,|
|

4| Dore & | rnimeat
WBstac| | (6] g8 5 || Ereest-ddened apsioi . || 2] ADNA: SPIRET - Aukom.— Fopel g N EERC e
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NOTE
If you selected any code(s) that you do not need Click on the Remove button
The Remove Commodity Code window will open with the code(s) you added listed.

Select the code(s) to remove by placing a checkmark in the box I to its left then Click
the __9% | button
See screen shot on previous page

Type in the detail of the request in the request window. The text will wrap as needed
so do not be concerned about running out of space

Submit

button at the bottom of

When you have completed the Request click on the

the screen, this will send the Request the Supplier community or Click on the ﬂl
button to reset the Request language and restart.

; ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

GBack + = - (D it | @ search [alFavorkes @meda B | B S =1 5

Address |@ https:}{spirittest, a2 gowiapplications/SPIRIT/SR. sk

[ ) [ =]
[ Home 15350 -
You are logged in as SiRs
Fete Mahnke o
Requisitions L
Proposals Search
| Evaluations |
‘contracts | Description Commeodity Codes Request
Didyou get
B 0070-0000 0070-0000 this?
0070.0020 0070-0020 oW boutthis
[ Search |
We need
1 = = replacement
svasied parts for
= something
and | need to
find out if you
have
replacment
parts far
something
Help Are
b alal-H" aord romnathinar j
|@j https:ffspirittest, a2 gov/applicationsiSPIRIT/SR. nsf/HomePage ?OpenForm | ‘ |é |° Internet
iglistart H G B R H [Eovell-dslivered Applicati... ||&ADDA: SPIRIT - Autom... (2@ Q@NAEEDME  ssm
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Creating a COMMODITY CODE ITEM request
e This section covers creating a Commodity Code Item or CCI.

¢ At the solicitation and contract level the eight digit commodity code is further defined
down to a more definitive product or service. For instance; if 0620-0085 is “Pen and
Pencil Sets,” and you have a need for yellow number two pencils. You would then
create a CCl request for 0620-0085-0001, with -0001 being “pencil, number 2, yellow.”

¢ The requested CCI routes to the SPIRIT Administrator for final completion or approval.
This is necessary to avoid any duplicate CCl numbers or descriptions from being
created.

e The process of creating a CCI request may only take you a minute or less to do,
however, the CCI will not be available for use for up to 45 minutes after the SPIRIT
Administrator accepts it. This is due to the new CCI needing to cycle through the
server and its databases before it is available.

NOTE: requisition Line ltems are not defined down to the CCl level, though you may want to
submit your request(s) early in the process so they are available when needed.

3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADDA LAN iy = |

Fle Edt Wew Favortes Tools Help | ¥

P Back v = - @ ﬁ ‘ @Search @Favor\tes @Media @‘ @v a @

Address I@jhttps:ﬂp’spw’lttest‘az‘guvmpph:atmnsﬂSF‘IRlTIVlSﬂSR.nsF ~| e ‘Links »

ou are loggded In as: T
FO AISPO My Requisitions
By Reguis. Number

| REQUISITIONS |
| SOlicitations |
View Al
[Evaluations | No documents found

NOTE: This is an aggregate view of all your data and is not a LIVE view.

Oth .
g Data may be delayed up to 15 minutes.

These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator

| Search |
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

developed in
partnership with

infer/net -

‘@ https:ﬂﬂspwttest‘.az.govappIicationsfSPIRITN1SIPRO.nsfﬂCCRequest'?Open&Lugin ,7 Fl—g & Internet
dstart|| @ [ B @ || Goveldsivered appicati.. |[]AD0A: SPIRIT - Autom... Ea@i IANYEEUAEO &0 w0

Using the Navigation Menu to the left, click on the _ button (1). From the
sub-menu that opens beneath it, click on the Request cc button (2).
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2 ADOA: SPIRIT - Autorated eProcurement System - Microsoft Internet Explorer provided by ADDA LAN =] x|
Fle Edt Wew Favortes Tools Help | g

wrack - - (D (2] Y| Do Garavorss Shreds (4 B S 5] 5] [

Address I@] https:|fspirittest, az. oo/ ApplicationsiSPIRIT v 15/SR.nsf ﬂ ﬁGn ‘ Links
Automa!ed eProcurement System
\(OL: are loggedinas | Request ADSM-67GN4B Date 12/08/2004 10:07 AM =
PO ALSPO Number: Requested:
| Requisitions | Requested PO AtSPO/State Status: New
[Solicitations | By: Procurement Office
| Proposals |
L ploite L Request Notes
| EValuations | Notes: Hone -
Contracts -
| Other | ; ;
= Commodity Code Information
o Commodity o070 @ Commodity s Commodity [term——[ooes
Code: Class:
I Commodity Code Description Information
- @ Description: [s=wp 1= | -
Definition: I =
developed in |
partnership with L

5 | Submit | Reset
inter/net - _Subroit | _Reset |
e D - _ These pages are maintained by the Arizana State Procurement Office. [ |

\g] Done E
i#fstart |J e »a H Shovel delivered Applicati... || &]ADDA: SPIRTT - Autonn.. L@ DANHPEYD 2RSS e

A CCI request form will be generated.

1) Request Notes — this field is not mandatory, however, you can use it as a means of
communication with the SPIRIT Administrator with regard to the request.

2) Commodity Code — commodity code number you are using
3) Commodity Class: commodity class you are using
4) Commodity Item: number you would like assigned as the Item number (if available).

5) Description: Iltem description. Note that this Item Description should not include any
verbiage already included in SPIRIT. Example: 0620-0085 is “Pen and Pencil Sets,” you
should not include this as it is already defined. You are requesting further definition to the
Item level, -0001 “pencil, number 2, yellow.”

Note: the Definition field is only used for services taxonomy.
Notes are not required, so you may leave this field blank if you wish.

Simply fill out the other fields as depicted in the previous image and click on the Ml
button.

If after submitting the request you would like to change the description, contact the SPIRIT
Administrator as soon as possible. If, however, the Administrator has already accepted the
CCI as submitted and the 45 minute cycle has not completed, it will be necessary for the
Administrator to wait the time out. At that point, any wording changes you would like can be
made by the Administrator. This wording change will be immediate and no server cycle time
wait will be necessary.
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This covers Commodity Code Item requests. This functionality is also available to support
staff, so if you wish, you can have one of the staff submit the request for you while you work
on other portions of your solicitation draft.
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Solicitation Drafting (RFP)

Background Essential background information on this topic includes the following:
Information e In order to create a solicitation
eYou must have received or created a requisition

eYou must then have created a Procurement Plan (PP) and
published it for the requisition.

¢ All the familiar rules and procedures of procurement are followed in
the Spirit System, so you are not learning anything new there.

This portion of the manual begins the process of creating a solicitation. For the purposes of
this manual an RFP will be created. Other solicitation types will be covered however, they
may only cover any differences as the process of construction is much the same, regardless
of the type.

The Procurement Officer or PO, having received a requisition, then goes on to create a
Procurement Plan or PP. Once the PO has drafted the PP, he or she submits it to the
requisitioning customer for approval. Once agreement has been met and the customer
submits the PP back to the PO; the PO then receives an e-mail notifying them of its approval.
The notification e-mail contains a link to Spirit, which if clicked on will bring them to the Spirit
site log in screen. Were the PO to login, they were be brought directly to the document in
question.

For the purposes of this manual, we will access the PP as one would normally enter Spirit.
The PO must return to the PP to publish the document thereby locking in dates, with the
exception of those you are able to change from the solicitation document itself, more on that

later in the manual. Once the PP has been published, the PO can then go about creating the
solicitation draft.
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3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

File Edit View Favorites Tools  Help |

Back ~ = - @D at | Qsearch [GilFavorites @iMedia 4 | B S =

Address I@ https:/fspirittest, az.govjApplications)SPIRIT/SR.nsF

» [ ]
e Weicome to SPIRIT
Pete Mahnke . .
The Arizona State Procuret Off.l zSPO)
The Arizona State Procurement Office (AzSPQ)
The Arizona Department of Administration, State Procurement Office, is
- the central procurement authority for the State of Arizona. Procurement is
managed through the development of policies, training, and agency
delegations. We also establish and administer statewide contracts for
state agencies and political subdivisions. These contracts are established
: from individual requests and focus-group activities with the State agencies —

and participating members of the Cooperative Purchasing Partnership.
The Cooperative Purchasing Partnership includes over 400 colleges and
universities, counties, cities, school districts and qualified not-for-profit
organizations.

|@ https:p’,l’sp\r\ttest‘az‘gow’App\lcat\onsfSPI;I}fl;‘RO‘n;FfMy\;lew;Open&Log\|:v&Vlew=I‘\‘I’yI;PRqu\iur;’|&Typei=rLlser o ,; ,_ ’—é_ |' Internet
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In order to create a solicitation, you must return to the published Procurement Plan.

Click on the _ tab. Click on the MY Procurement pjans tab from the

submenu that opens under Requisitions.

Once at the My Procurement Plan by Requisition Number screen, click on the link for the
appropriate document.
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Create Solicitation
"Solicitations | Requisition ADSM- Solicitation TBD Contract TBD
#: S5QNUQB # #:
Created By: Pete MahnkefArizona  Date 08/22/2003
Evaluations | State Procurement Office Created:
Requestor: Pete Mahnke/Arizona Gov't Entity: Arizona State
= State Procurement Office Procurement Office
Process Solicitation: Pending Status: Complete
| wearch | Status:
Requisition Solicitation Creation
Help PO Assigned: Pete Mahnke/Arizona State Procurement Office
hanoa Baceurard PM Assigned: Rex Martin/Arizona PA Assigned: Katherine = |
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At the top center of your Procurement Plan will be the Create Solicitation link, Click on it.

7} SPIRIT: Choose Default Solicitati

1ol ] =1=1x]
SPIRIT: Chioose Default Type |

File  Edit  Wiew Fa s
EBack - = - (@ [A] &} | Qsea

address [&] https:fspirittest az.qoviApplc

Please select the Default Solicitation
type

| oo |unks >

Type

& Default
 Existing Solicitation
 Existing Contract

L T — -
You are logged in as
Pete WMahnke
Complete
Create Solicitation
"Solicitations | Requisition ADSM- Solicitation TBD ContractTBD
#: S5ONUQB #: #:
Created By: Pete MahnkefArizona  Date 08/22/2003
valuations State Procurement Office Created:
Contracts | Requestor: Pete Mahnke/Arizona Gov't Entity: Arizona State
T State Procurement Office Procurement Office
0 R Process Solicitation: Pending Status: Complete
| Search | Status:
Requisition Solicitation Creation
L NI

PO Assigned: Pete Mahnke/Arizona State Procurement Office

hanoa D o PM Assigned: Rex Martin/Arizona PA Assianed: Katherine =
|&] https:jfspirittest. a2, gov/ApplicationsfSPIRIT/SR..nsfi [ | & & mternet
iﬂstartnj & & || [Etuovelldelivered appiicati... | 4 1ADOA: SPIRIT - utomat... ||@sp1mr; Choose Defaul... [ EwEEDN HOREEB T sosm
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The next option that becomes available is the Default Solicitation type. See image on
previous page.

If you select Default, a new draft solicitation will be generated, allowing you to start from
scratch.

Existing Solicitation creates a copy of a previously created solicitation that you may want to
use because of its similarity to the new procurement you are doing.

Existing Contract does the same thing as the existing solicitation; however, a copy of a
contract is created.

Selecting either the Existing Solicitation or Contract will load another window with a listing of
all solicitations or contracts of the type you are creating. You would then click in the area to
the left of the document you would like to copy and click OK

Note: when using the Existing Solicitation or Contract functionality it is only possible to copy a
solicitation or contract of the same type. Only RFPs will be selectable if you are doing an
RFP and only IFBs will be available if you are doing an IFB.

For the purpose of the manual, we will use the Default selection.

After selecting Default, Click on the M button

/Z} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =] x|

Fls Edt View Favortes Tools Help |
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Address |@ https:}{spirittest, a2 gowiapplications/SPIRIT/SR. sk

[ ) [ =]

Ymmm?-%zam

ou are logged in as

Fete Mahnke SP’R’_T
Requisitions =
Processing, please wait..........
| Solicitations |
sovcscee
| Evaluations |
| ontracts |
Bl These pages are maintained by the Anizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator

| Search | (c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

Help
|@j Opening page https:jjspirittest. az. gov/Applications/SPIRIT/PRO. nsf/CreateSalzOpengLogindDochumPP=ADSM-SQNURQAType=Default. .. | ‘ |é |° Internet
ighstart H IGF e H EENoveldsliversd Applicati. . || &7ADOA: SPIRIT - Autom... LaPEIN{ XOBREBE wsm

It may take a few moments for Spirit to create the draft
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op e e Solicitation Creation
Solicitation #AD040061
= Draft
@ = Required Field

Document Information | 2]

[Solicitations | Requisition ADSM- Solicitation #: AD040061 ContractTBD
- #: S5ONUOB #:
Amendment:No Amend. #: 0
Created By: Pete Mahnke/Arizona State Date 08/22/2003
[Contracts | Procurement Office Created:
Ll — Requestor: Pete Mahnke/Arizona State  Gov't Arizona State
Procurement Office Entity: Procurement Office

| Search | Process Solicitation: Draft Status: Draft

Status:

@Wjﬂ@ Date Close Date: 08/01/2003Type: RFP
Published:
hanna Ba aord PO Assianed: Pete Mahnke/Arizona State Procurement Office = |
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The solicitation draft opens up. Note its similarity to other documents we have dealt with.
Most, if not all documents in the Spirit System contain links allowing you to go directly to
contact info or to another document tied to the document you are presently in.

Note that the close date has loaded into the solicitation from the PP.
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Ym"”ag Solicitation Information 2l
Peate Mahnke PO Assigned: Pete Mahnke/Arizona State Procurement Office
PM Assigned: Rex MartinfArizona State PA Katherine
Procurement Office Assigned: Babonis/Arizona
State Procurement
Office

 Priority No o Review by [o =] [T =] [z003 =
Solicitation: Date:

@ Contract & Agency  Statewide oDate To [3 ~|[1 =] [z005~

Type: . . Close:
@ Include Questionnaire? ~¥Yes = No

Leveuseiions | @ Solicitation  [Solicitation Creation

| Lontracts | Title:

O —] Conference State Procurement Conference 09/01/2003 10:00
Location: Office Date: AM

—_— @ Procurement Officer Conflict of Interest ™ Acknowledge

%ﬂ @ Description:
=
E
[&] Done B Y v
igstart”J o @ 4 |J [l novel-delivered Applicati. . ”m [ZwPEEINQ MOTREBE  sosem
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Note the PO, PM and further to the right, the PA assigned to the solicitation.

Priority Solicitation is a functionality available to the PM and PA. This allows either of them
to set a particular solicitation as priority. Hot potato procurements may need to be set as
priority. If Priority is selected, only the PM or PA has the right to publish the solicitation.

Review by date and date to close loaded from the PP. These are changeable in the
solicitation by using their drop down menus.

The Date To Close may be necessary if the procurement is running a little behind schedule.
You may need to adjust the date to allow the solicitation to be available for the proper amount
of time.

If you wish to include a questionnaire in the solicitation you can select the Yes radio button.
Default setting is No.

7} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =) =]
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Pete Mahnke PO Assigned: Pete Mahnke/Arizona State Procurement Office
[ Kequisitions | PM Assigned: Rex MartinfArizona State PA Katherine
Procurement Office Assigned: Babonis/Arizona
State Procurement
Office
@ Priority No o Review by [2 =|[7 =] [eu03=]
Solicitation: Date:
[ Salicitations | » Contract @ Agency ¢ Statewide o Date To [3 =[[1 = [2003~
Type: | ; Close:
@ Include Questionnaire? “Yes  No
Lol | @ Solicitation [Salicitation Creation
Title:
fOther | Conference State Procurement Conference 09/01/2003 10:00
Location: Office Date: AM
—— @ Procurement Officer Conflict of Interest ™ Acknowledge
. (View):
‘ 2] @ Description:
E
E
-
|@ Opening page https:fispirittest. az. govfapplications/SPIRITIPRO. nsFDochum/ ADSM-SQNURR FEditDocumentéLogingSegq=1... || ’7’7!—@7|‘ Internet
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The Solicitation title loads from the requisition. You may change it if necessary.

The conference location, its date and time loaded from the PP or you may enter the
information if you did not at the Procurement Plan.
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The POs Conflict of Interest form is included electronically in the Spirit System.

To read the Conflict of Interest form Click on the (View) link. The Conflict document will open

x
in a separate window, which will allow you to read or print the document. Click on L After
reading the form to close it.

Click within the checkbox ' [ to acknowledge or sign. A solicitation will not be publishable if
not acknowledged. SPIRIT will let you know when you try to publish your solicitation if you
have not acknowledged the statement.
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(View):
@ Description:
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L — Section[—Selec =]
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Type a description for the solicitation. This will allow others a better idea of what it is for. It
will also be recorded as search criteria allowing for the ease of locating documents by users.

Page 48 of 244 POPMPA Section Two Unlimited



Created on 6/25/2004 2:16 PM Procurement Officers and SPIRIT 1.5

Special Instructions & Special Terms and Conditions

The next step covered will demonstrate adding Special Instructions and Special Terms and
Conditions.

a ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer ;Iilil
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Adding the Specials Sections is done by clicking on the Section
drop down menu (1)

| _Home _Logout i i
You are Iogge'd ml as: @ Include ¢ The actual clauses fer each are inserted by selecting from the
Pate Mahnike : @ Solicitati{clause drop down menu (2) and clicking on the ADD button to the

"Requisitions Title: right ).
Conferenc|clauses are removed by selecting the Section from the lower 10:00
Location: |Section drop down window (4), then by selecting the specific
clause(s) from the clause drop down menu (5) . You would then
@ Procurer|click on the REMOYE butten to the right (6).

(View):
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alicitations Solicitati ﬁ
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Section|-Selec -[€=
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Clause |—Select Section— '- Eemowve
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Adding the Specials Sections is done by clicking on the Section drop down menu (1)

The actual clauses for each are inserted by selecting from the Clause drop down menu (2)
and clicking on the ADD button to the right (3).

Clauses are removed by selecting the Section from the lower Section drop down window (4),
then by selecting the specific clause(s) from the clause drop down menu (5) . You would then
Click on the REMOVE button to the right (6).

(7) Previously described the fact that no Specials links were present initially, this is no longer
the case. Please disregard.
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Click on the Section drop down menu and select Special Instructions
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Note that the screen shifted a bit and that the Clause drop down menu has gotten longer.
When Special Instructions was selected, Spirit loaded all the special instruction clauses
appropriate to the solicitation.
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The next step is to select a clause from the drop down menu. Bid Bond is going to be
selected in this manual.
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To include the clause Click on the ADD button.
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Add

To include the clause Click on the button.

Page 51 of 244 POPMPA Section Two Unlimited



Created on 6/25/2004 2:16 PM Procurement Officers and SPIRIT 1.5

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =) =]
File Edt Yiew Fsvortes Tools Help | 4
EBack - = - @ ) | @search GilFavorites Eiveda | By S =1
Address |®_‘| https:/{spirittest, az.gov/ApplicationsSPIRIT/SR.nsf j PGa |Links B

Once selected, Click on ther
» ADD button
omated ePro
IRLECLT R 1 " ) |
You are logged in as:
Pete Mahnke Sechon Spec\al Instructions 'I
Section|—Selec-
Clause |—Select Section— 'I ml
Sections
Special Instructions
Uniform Instructions
[ Salicitations ™| Uniform Terms and Conditions
- roposa S Evaluation Criteria | Price Sheet | Scope/Specification | Questionnaire |
| Evaluations ;
Price Sheet
UTIracts Information
[Other @ Tabulation ¢ By Line ltems ¢ By Group ¢ By Whole Set
RS — SLielllIE
@ Instructions:
A ! - t‘
=
Hel Suggested Suppliers
o O 1 Add | Remove | Search | LI
& Done [ | |2 [ mternet

astartl“ M & & |J [ Novel-deliversd Applicati.. I &ADOA: SPIRIT - Autom... [CanBEEIN HXOD2EB T +oerm

The manual will now click on the Clause drop down and select Evaluation. Once Evaluation

Add |

is selected, Click on the button
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Special Terms and Conditions is added the same way

When you select Special Terms and Conditions from the Section drop down, the Special
Terms and Conditions will load into the Clause drop down menu. You then follow the same

procedure as with the Instructions
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As with the Special Instructions, once you have added a clause, the Special Terms and
Conditions section will appear beneath Special Instructions. See image above

Note that the Insurance Clause must be selected in order for the Spirit System to include the

insurance form with the solicitation.

The preceding were the steps necessary for adding Special Instructions & Special Terms and
Conditions and their clauses. The next section covered will address the steps taken to edit

the clauses included.
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Clause editing

You may notice that a few additional clauses have been added in the interim.
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in the interim.

This deme starts off where the previous piece ended. You
may notice that a few additional clauses have been added

It will cover editing a clause as well as deleting a clause.

] @co |Lnks

[ Home TG00t Al
You are logged in as
Pete Mahnke Section| s
(RequUIsiions ™| Clause |Selec— Jhd | Add
SectionlSpeE\ﬁ\ Instructions j
Clause |ReRERw. - Riemova
Sections
@ Special Instructions
@ Special Terms and Conditions
| Solicitations | Uniform Instructions
Uniform Terms and Conditions
Ewvaluation Criteria | Frice Sheet | ScopelSpecification | Guestionnaire |
| EValtiations |
e
B  Bodily Injury: [Select— » -OR- o Bodily —Select- x
niury:
| o Per Person: |-Select- @ --And--: —Select- ¥
@Wﬂt‘ e Each —Selact- x @ Property —Select ¥
: Occurance: Damage:
@ Property —Select- x @ Combined: |-Select- >
Damage:

&
igfjstart H & 5 H EEnovel-delivered Applicati. . |[&]ADOA: SPIRIT - Autom...

[ [ |5 |4 mtemet
ZEoPEIN§ YOMBERE  wom

As you may have noticed, these Section titles are links. To view or edit any clause included
with the exception of Uniforms (they can only be viewed), you click on the Section link. A
window opens listing the clauses included. To view a particular clause you click on its link.

Click on Special Terms and Conditions
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This list of included clauses opens. Note the Blue dot to the left of Performance Bond. The blue dot alerts the user to the =181
fact that the clause language has been edited. ﬁ
&

Also note the Column Titles: CL# is the clause number and pertains to the Uniforms so that they display in the appropriate |
Addl order, this column is not used with the Specials. Type denotes whether a clause is O for optional of M for mandatory ~| @G0 |Lnks >
== (Uniferms). Edit. denotes whether a clause is editable or not. ——————

CL# Clause Name Type Edit. %
Contract Extension O Yes
Y-jmml_%,!m- cl Eligible Agencies (Listed) ] res = |
ou are logged in as:
Breis il Se Insurance o} es
[ Requisitions | Cl @ Performance Bond O Yes
Se
Cl Close |
S i B =

@ SPELRI IS TOCuUITs
@ Special Terms and Conditions

[ Solicitations ™| Uniform Instructions
[ — Uniform Terms and Conditions
Ewvaluation Criteria | Price Sheet | Scope/Specification | Questionnaire |

| Lontracts | Certificate of Insurance Information

it L s Bodily Injury: [-Selec— =] -OR- o Bodily —Select— v|
. Injury:
RS —)
ﬁ o Per Person: [-Select— =] @ —-And--: —Select =]
e @ Each “Select— =] @ Property “Select 7|
YodlB s Qccurance: Damage:
@ Property —Zelec— <] e Combined: [~Selec— =]
Damage:
|ﬂ;'] ]-avas.cr;:t:viewC‘\auses(“AI;DL?D.UG1NSDE;i-;\-+-"r.;'r;'vs+and+l:ond\tmns) ‘Yes', 'No?) ’7’7@7|Q Internet
iastart”J &8 S |J Bl Novel-delivered Applicati. . | £5D0R: SPIRIT - Automat. . ||@5pmm Solicitation Cl... [CawBEEINXQBEER T wum

This list of included clauses opens. Note the blue dot to the left of Performance Bond. The
blue dot alerts the user to the fact that the clause language has been edited.

Also note the Column Titles: CL# is the clause number and pertains to the Uniforms so that
they display in the appropriate order, this column is not used with the Specials. Type denotes
whether a clause is O for optional of M for mandatory (Uniforms). Edit denotes whether a
clause is editable or not.
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i SPIRIT: Solicitation Clauses - Microsoft Internet Explorer o=l =18l
File Edit  Wiew aviorites - ﬁ
EBack - = - (D [3] o] Qses Solicitation Clauses
Address [&] https Jfspirctest, az.goviApplic Special Terms and Conditions ] P ks
&= Click on Eligible Agencies (Listed).
Edit. %
O Yes
m g 0] Yes =
Yousgﬂoﬁgﬁﬂg = Se Insurance Q Yes
'Requisitions | Cl @ Performance Bond 0 Yes o
S
Cl Close
S E
@ OPETET ISTUCOTTS —
@ Special Terms and Conditions
( SOoliCItations ™| Uniform Instructions
- ETREEIE Uniform Terms and Conditions
— Ewaluation Criteria | Price Sheet | ScopefSpecification | Questionnaire |
d O
 Lontracts | Certificate of Insurance Information
(Other ] o Bodily Injury: |-Select- -OR- o Bodily —Select- ¥
e Injury:
| Search |
@ Per Person: |-Select- > @ --And--: —Select- ¥
@i@:‘i' J @ Each —Select- = @ Property —Selec— -
e Occurance: Damage:
@ Property —Select- x @ Combined: [-Selec- =
Damage:
Help o Statutory —Select— j
|@j i.avas.cr;)t:wewc\auses(“ﬂl;mo‘ﬂs1~Spe;i‘;l;‘;;r‘ns+and+cand\tionsﬂ ‘Yes', 'Na?) | ‘ |é |0 Internet
dhstart H @ 51 || Enovelldeiversd appicati... | £14D0A: SPIRIT - putomat. . | [Z7sPIRIT: Solicitation Cl.. LaPEIN{ XORPRERE  wum
Click on Eligible Agencies (Listed).
: SPIRIT - Au ] SPIRIT: Solicitation Clause - Microsoft Internet Explorer - o [l =18l x|
i oot | i
o Note the infermation centained in the heading So“-c,-tat,on C’ause
Special Terms and Conditions ] P [uns >
Solicitation # AD040061
o = Required Field
Eligible Agencies (Listed
Default
Ylumz-lh;g:mu- Any contract resulting from this solicitation shall be for the exclusive =
e use of the State of Arizona agency designated.
'Requisifions | Proposed Wording:
Any contract resulting from this solicitation shall be for the exclusive
use of the State of Arizona agency designated.
Make Changes:
| Channa Pronnead =l
° QEEE g MTSUTULIIUITS
@ Special Terms and Conditions
(Solicitations ™| Uniform Instructions
- FICE Uniform Terms and Conditions
I Ewvaluation Criteria | Frice Sheet | ScopelSpecification | Guestionnaire |
d O
contracts | Certificate of Insurance Information
(Other ] @ Bodily Injury: |-Select- -OR- o Bodily —Select-
- Injury:
| Search |
: o Per Person: |-Select- - @ --And--: —Select—
@m‘_ : @ Each —Select- - @ Property —Select— ~
Lt Occurance: Damage:
@ Property —Selact- x @ Combined: |-Selac- =
Damage:
o Statutory —Select- ¥ El
(& i.avas.cript:wewc\auses(l‘m;mn.ns1~5pe;;;:;rr;sﬁnmmnmtinnsz “es', Mol [ [ & |4 mtemet
i#fstart H o & 5 H Rovell delvered Appicati... | &14D0A: SPIRIT - putomet. . | [ &) SPIRIT: Solicitation Cl.. EmPEEIN{ XORER2EHC wum

Note the information contained in the heading
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DOA: SPIRIT - Aut

File Edit “iew Favarites

on e - Microsoft Internet Explorer

Tools  +

ek - = - @ [0 A| Boes

Default

Address |z‘g_*| https: j/spirittest. az.qoviApplic

use of the State of Arizona agency designated.
Proposed Wording:

use of the State of Arizona agency designated.
Make Changes:

Any contract resulting from this solicitation shall be for the exclusive

Any contract resulting from this solicitation shall be for the exclusive

=10 | =131

le Agencies (Listed = éﬁ

~| @ |L|rvl<5 >

I

= The clause title is included.
You are logged in as The default lan Fm (A - S
guage is listed. Notice that the Proposed Wording is the
Pete Mahnke same as the default. This wording will hot change unless you edit the
Requisiions | clause. You will then have both available for comparison
=
T =l
@ JPELTAl MISUUCTUTS
@ Special Terms and Conditions
[ Solicitations | Uniform Instructions
Bronosals Uniform Terms and Conditions
Evaluation Criteria | Price Sheet I Scopel/Specification | Questionnaire I
valuatio
| Lontracts | Certificate of Insurance Information
[Other » Bodily Injury: [-Sel=e— =] -OR- o Bodily ~ [Sslec— =
[Search niurg
@ Per Person: [-Select— ~ @ —-And--: [-Selec— =]
ﬁm!.- > @ Each [~Selze- =] o Property  [-Selec— -]
L Occurance: Damage:
@ Property [~Selec— = o Combined: [~Selec— =]
Damage:
@ Statutory [“Selec =
hanoo B e i - |
[&] javaseriptiviewlauses{'AD04008 1 ~Specialt Terms +and+ Conditions', “fes', o's [ & [@ mtemnet
g start |J ) @ 4 || EMovel-daivered Appiicati... | £1AD0A: SPIRIT - Autamat .. |[EYsPIRIT: Solicitation CI... S BEEIIN AOD2ER T uem

The clause title is included.

The default language is listed. Notice that the Proposed Wording is the same as the default.
This wording will not change unless you edit the clause. You will then have both available for

comparison
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/3 ADDA: SPIRIT - Automated

File Edit View Favorites Tox

PIRIT: Solicitation Clause - Microsoft Internet Explorer = R el o4 ===

=
EBack - = - (@ 7} | @sea| Default
Address [&] https:/fspirittest az.govjapplc | ANy contract resulting from this solicitation shall be for the exclusive =l @ |Links T
use of the State of Arizona agency designated.
Proposed Wording:

Any contract resulting from this solicitation shall be for the exclusive

use of the State of Arizona agency designated. %
Make Changes:
[ Change Proposed |
cI = E
Se

LOQOLR
You are logged in as:
Pete Mahnke

[Requisitions - o
Se =
Cl| History of Changes:
S £
- Q EEE!E MTSUTOCTUTTS
@ Special Terms and Conditions

[ Salicitations ™| Uniform Instructions

Proposals Uniform Terms and Conditions
Ewvaluation Criteria | Price Sheet | Scope/Specification | Questionnaire |
| Evaluations |

Ontracts Certificate of Insurance Information

o Bodily Injury: [-Sslec— =] -OR- o Bodily —Select— x|

BELU L
Injury:
—— o Per Person: [—selec— =] @ —And--: —Select =
EE - @ Each “Select— =] @ Property —Select— =]

Hd Cccurance: Damage:
@ Property —Zelec— <] e Combined: [~Selec— =]
Damage:
|@ ]-avas.cr;:t:viewC‘\auses(“AI;DL?D.UG1NSDIE;i-;\-+-"r.;'r;'vs+and+l:ond\tmns) ‘Yes', 'No?) ’7’7!—@7|‘ Internet
;gstart”J &8 S |J Etuovelk-delivered appicati... | & ADOA: SPIRIT - Automat... II@SPIRIT: salicitation Cl... [CawBEEIN HODLEB T +em

This area beneath the Change Proposed button is where the user does their editing. To load

the default language into the edit area, click on the ___“hange Froposed | button.

The default language is now in the edit window. Make any changes necessary.

-2l ADDA: SPIRIT - Automat %} SPIRIT: Solicitation Clause - Microsoft Internet Explorer [l S| =171 x|

File Edit Wiew Favorites Tools  F el | ;I ﬁ

Change Proposed
Ghack - = - @ [F 6| Qe
iny contract resulting from this solicitation shall be for the =] =
r BT - - -
Address [&] https:fispirittest a2.00viApplic | |oyeiusive use nf the State of Arizona agency designated. The stace =] @ |'-'”"5

t ff . "
procurement office.| If you click on the Reset

butten it will erase the
change you just made, but

History of Changes: only before you have
submitted it.
[Home T Logout ] Submit Cancel | Feset I =
You are logged in as:
Fiete Mahnke cl These pages are maintained by the Anzona State Procurement Office [ ]

| Requisiions | Please send comments, suggestions, or questions to the Site Administrator

S¢|  (c) 2003 State of Arizona Department of Administration, Arizona State Procurement

ol Office

Si -

L gm" MTSUOraoTTs
@ Special Terms and Conditions

[ 'Salicitations | Uniform Instructions
Proposals Uniform Terms and Conditions
Evaluation Criteria | Price Sheet | Scope/Specification | Questionnaire |
| Evaluations
| Lontracts Certificate of Insurance Information
B L e » Bodily Injury: [-Selec— =] -OR- @ Bodily —Select- x|
earc Injury:
o Per Person: [Selec- -] @ —And--: —Selec— |
Eg!a Shgi @ Each ~Ssleat- 1] @ Property —Selec— |
e E) Occurance: Damage:
@ Property —Select- ~] o Combined: [-Selec— =]
Damage:
- atal-H= ALy - | I, T =
[&] Retpi/lvmiw adoa stats az.usf [ |3 [ mtermet
igstart”J ] & 4 |J ElMovel-delivered applicati... | &34004: SPIRIT - Automat.... |[£]SPIRIT: Solicitation Cl... [ EEIONQ MODMEHE  suem
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Before we submit this, note the History of Changes (image previous page). The area beneath
will contain who, when and what was changed. We will return to this with a screen shot after

submitting the change. Prior to that there is no history.

If you click on the Reset button it will erase the change you just made, but only before you

Subimit

have submitted it. To save the changes made to the clause click on the button

‘2 ADDA: SPIRIT - Autom SPIRIT: Solicitation Clauses - Microsoft Internet Explorer

_10] %] =& x|

File Edt View Favorites Tools

Ehack - = - @ F) @] Do

Address [{&] https:/f<pirittest, a2.govAipplic

Note the blue dot is how
Spe present as the clause has
been edited.

ions

4
= pa ‘L\n)s E

A

Edit.
i O Yes
I Home B0 " Eligible Agencies (Listed o] Yes =]
You are logged in as
B MR E Insurance o] Yes
'Requisitions | Cl @ Performance Bond 0 Yes o
St
ci
Si El
@ SPELRI TTSUULUUITS = =
@ Special Terms and Conditions
olicitations Uniform Instructions
Proposale Uniform Terms and Conditions
Ewvaluation Criteria | Frice Sheet | ScopelSpecification | Guestionnaire |
| Evaltations |
contracts | Certificate of Insurance Information
(Other ] @ Bodily Injury: |-Select- -OR- o Bodily —Select-
Injury:
(Sedrch |
o Per Person: |-Select- - @ --And--: —Select- =
ﬁw, 2 e Each —Select- T @ Property  |-Select- =
e Occurance: Damage:
@ Property —Selact- x @ Combined: |-Selac- =
Damage:
b atal-W = arnr-il | I T x
[€] http:fwnw. adoa.stats. az.usf [ [ & |4 mtemet

i#fstart H H @ 5 H Rovell delvered Appicati... | &14D0A: SPIRIT - putomet. . | [ &) SPIRIT: Solicitation Cl..
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Note in the i i e, the blue dot is now present as the clause has been edited.
i PIRIT: Solicitation Clause - Microsoft Internet Explorer =10fx| =18l x|
File Edlt Wiew FaviﬂtEs Tools ? H|story of Changes: d ﬁ
eh - 4 @@ & @ [Pete Mahnke/Arizona State Procurement Office - 08/27/2003
Address [&] https:/fspirttest, a2.qovinpplic 02:32:51 PM] =] @e ‘Lms »

Any contract resulting from this solicitation shall be for the exclusive
use of the State of Arizona agency designated. The State
Procurement Office. %

Any contract resulting from this solicitation shall be for the exclusive

[ Fome T TEHa0E] g ; B
Slate Iogge.d e use of the State of Arizona agency designated. =l
Pete Mahnke
'Requisitions | c Submit | Cancel | Reset
S
C |Note that the person that made the last change is listed, also the date and time they
made the change. The clause as it is now written and the default, which is how it was
S| pefore. Had 2 customer made this chahge it would have listed them. The last change
@ 4is always listed on top. You will get another view of this during the solicitation
. Japproval stage.
[Solicitations IET
Proposad w
e O o e e e I
 Lontracts | Certificate of Insurance Information
B @ Bodily Injury: [-Select- ~ -0OR- o Bodily —Select- ¥
R — Ll
o Per Person: |-Select- ~ @ --And--: —Select-
@ =4=ie) e Each —Select— x @ Property —Select— >
g ig e Occurance: Darnage:
@ Property —Select- ¥ o Combined: |-Select- >
Damage:
b atal-W " LT fatda | I T =
[&] Retpi/ v ados state. az.usf [ [B [ trtemet
i#start H & 5 H ovell delvered Appicati.. | &14D0A: SPIRIT - putomet. . | [&)5PIRIT: Solicitation Cl.. LoPEINL HORBERE  wum

Clicking on the clause again will open it. Once opened, scroll to the bottom to view the
History.

Note that the person that made the last change is listed; also the date and time they made the
change. The clause as it is now written and the default, which is how it was before.

Had a customer made this change it would have listed them. The last change is always listed
on top. You will get another view of this during the solicitation approval stage.

Click on the Submit or Cancel button to return to previous screen that lists the clauses you
included. Then click on Close to return to the solicitation
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Removing Clauses

This next process covers removing any clause(s) you may have added to either of the

sections

3 ADODA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

EBack - = - @D A | @uoearch  GFavoriies Fmedn (8| 5y S =1 2

Address [&] https: /fspirittest a2 .goviApplications/SPIRIT/SR. nsf

Once you have selected the Section
the Spirit System will load the g
appropriate clauses included so
that you may select and remove any.

Y...EE__J' | '(lj!m_ |
ou are logged in as :
Pete Mahrnke Section
[ REqUISHions - Clause N i
Remowve
Sections
@ Special Instructions
@ Special Terms and Conditions
[ 'Salicitations | Uniform Instructions
Uniform Terms and Conditions
Evaluation Criteria | Price Sheet | Scope/Specification | Questionnaire |
| Evaluations |
| Lontracts Certificate of Insurance Information
B L e » Bodily Injury: [-Selec— =] -OR- @ Bodily —Select- x|
Injory
o Per Person: [Selec- -] o --And--: “Belect— |
EE‘. e I "“t) @ Each —Select— -I @ Property —Select— -I
e Occurance: Damage:
@ Property —Select- ~] o Combined: [-Selec— =]
Damage:
& [ |3 [ mtermet
igstart”J ] & 4 |J [ novel-delivered Applicati... I £]ADOA: SPIRIT - Autom... [ZowEEIONQ MODMEHE  suem

Click on the lower Section drop down menu and select either the Special Instructions or
Special Terms and Conditions Section depending upon which one contains the clause you

want to remove.

Once you have selected the Section, the Spirit System will load the clauses included so that

you may select and remove any. See image next page.
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3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

File Edt Wiew Fsvorites Tools Help |

EBack - = - @ ) | @search GilFavorites Eveda | By S =

Address |§“| https:}fspirittest, az.gov/Applications SPIRIT/SR. nsf

Brand Name has been selected for
removal. Simply Click on the Remove
button to delete it.

[Home " LaRa0— a o
‘You are logged in as: = =
Pete Mahnke Section Special Terms and Conditions 'I
[Requisitions Clhbs) BT = _
Section|Special Instructions =1
Clause Fe
Sections
@ Special Instructions
@ Special Terms and Conditions
[ Salicitations ™| Uniform Instructions
Proposals Uniform Terms and Conditions
Ewvaluation Criteria | Price Sheet | Scope/Specification | Questionnaire |
| Evaluations

Certificate of Insurance Information
[Other s Bodily Injury: [-Selec— =] -OR- o Bodily —Select— =]
Injury:
| search |
o Per Person: [—selec— =] @ —And--: —Selec -]
EE ‘ @ Each —Select— vl @ Property —Select— vl

Cccurance: Damage:

@ Property —Zelec— <] e Combined: [~Selec— =]

Damage:

Vi =
|@ ]avascrlpt vlewc\auses( ADD4DUG1~Specla\+lnstructluns "Yes', Mo} ’7’7!—@7|‘ Inkernet

,astartl“ & & |J [ Noval-deliversd Applicati.. I &]ADOA: SPIRIT - Autom... [CaBEEIN QDL ER T +em

Brand MName has been selected for removal. Simply Click on the Remove
button to delete it. The processing please wait window will pop up.

/} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer : =12
File Edt Wiew Favorites Tools Help
EBack - = - D ) | @search GilFavorites Eveda | By S =

Address [&] https: /fspirittest az.goviApplications/SPIRIT/SR.nsf | Pan |Links 2

The demo will now click on the
Special Instructions section to show |
that the clause is no longer present.

: L ause =
‘You are logged in as: "
Pete Mahnke Section|Special Terms and
[Requisitions | Clause | 5elect | L
SectionlSpe:\al Instructiofis j
Clause Femowve
Sections
@ Special Instru
@ Special Terms and Conditions
[ Salicitations ™| Uniform Instructions
Uniform Terms and Conditions
Ewvaluation Criteria | Price Sheet | Scope/Specification | Questionnaire |
| Evaluations
Bl L e @ Bodily Injury: [Sslect— =] -OR- o Bodily [~Salect— =]
RS — [ ls
o Per Person: [—selec— =] @ —And--: —Select— =]
EE Sysie » Each [Select— =] o Property  [—S=lec- =]
e Cccurance: Damage:
@ Property —Zelec— <] e Combined: [~Selec— =]
Damage:
m @ Statutory “Select— =]
Pl - |
|@ javascript viewClauses('AD04006 L ~Spedial+Instructions’, Ves', Mo’ ’7’7!—@7|‘ Inkernet

dhstart||| 1] @ S || Enovel-deivered appicati... |[EaD0A: SPIRIT - Autam... [EaPEEIONL HOTEGEBE.  wi1m
As in the image above, click on the Special Instructions section. When the list opens you will

see that the clause is no longer included.
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Evaluation Criteria and Evaluators

2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer = |

File Edt Wiew Fsvorites Tools Help | g

EBack - = - D A | DQsearch GFevorkes Thmeds OB | By S =1 5

Address [&] https: /fspirittest a2.gov/Applications/SPIRIT/SR. nsf

=SPIRIT;

Automated eProcurement System

[—Hofme—==T5{5
¥ou are logged in as

Pete Mahnke Section|Special Terms and Conditions ¥
[Requisitions | Sl B | Add
Sectionl Special Instructions j
Clause [Sslec- =] R
Sections

@ Special Instructions
@ Special Terms and Conditions
['Solicitations | Uniform Instructions

Proposals Uniform Terms and Conditions
Iml Pricesheetl Scope/Specification | Questionnaire |

| Evaluations |
_—
[Other | o Bodily Injury: [-Select— =] -OR- @ Bodily —Select— =]
[Search——] Injory:
o Per Person: [“Selec =] @ --And--: “Select =]
Siees o Each [-Select- =] o Property  [—Selec— =]
; Occurance: Damage:
@ Property —Select ~| o Combined: [Sslec— -]
Damage:
& ]-avas.cr;:t:viewC\auses(“Al;D4D‘Dﬁ1~Llrl|iF.n-:r;-:r;r.ms+and+Cnnditinr\s', “es, Ho') [ | |2 |4 mternet

ggstm”J ™ @ 2 |J Eniovelk-delivered applicati... | & ]ADOA; SPIRIT - Autom... [ PEEIN MR RES & 4z

Click on the ___Evaluation Citeria | b tt0n and the Evaluation Criteria window will open

Page 63 of 244 POPMPA Section Two Unlimited



Created on 6/25/2004 2:16 PM

Procurement Officers and SPIRIT 1.5

File Edit  View

=100 x|

PIRIT: Evaluation Criteria - Microsoft Internet Explorer

=lg1x]

GBack - = - @[ & Qe

Evaluation Criteria

You are Iogged-m as
Pete Mahnke

@k’d&!ﬁ!ﬁ

Address [ ] https: [fspirittest a2.gov/Applic

Solicitation # AD040061

@ = Required Field

General Information

@ Evaluation Due

| e |L|rvl<5 b

Date: - |
Evaluation Meeting: 09/01/2003
cl| Clarifications: 09/01/2003
S| @ Clarifications Due [3 =] [T =] [2003 =
c|| Date:
@ Instructions
?" Please Evaluate =]
®; =
% o Evaluators
L Add | Remove | hd
< |L|_|
Certificate of Insurance Information
o Bodily Injury: [-Selec- =] -OR- o Bodily —Select— 7|
Injury:
o Per Person: [“Selec =] @ --And--: “Select =]
@ Each —Select— =] @ Property —Select- x|
Occurance: Damage:
@ Property —Select ~| o Combined: [Sslec— -]
Damage:
@ Statutory —Select- =] |

[&] javascript: viewClauses( ADO4006 L~Uniform-+Terms-+and-+Conditions’, *Yes', No)

iﬁstart”J o & S |J RlMovel-delivered applicati... | &34D04: SPIRIT - Automat.... |[£]SPIRIT: Evaluation Crit...

[ | |2 |4 mternet

[ZoPEDN G HOEmEHE.  s2m

Note, that if necessary, you can change the Evaluation Due Date and Clarifications Due Date

here.

The Clarifications Due Date refers to the date you would like to receive clarification questions

from the evaluators if they have any.

Instructions to the evaluators must be included in the Instructions window. The text wraps
and scrolls, so you should have no need of additional writing area. If necessary, instructions
can also be sent outside the Spirit System and attached later to the contract.
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Adding Evaluators

PIRIT: Evaluation Criteria - Microsoft Internet Explorer I ] | =13 x|
File  Edit  View . Date: =] g
ok - & - @ [@ al| @) Evaluation Meeting: 09/01/2003
Address I’»Gj https: [fspirittest, az.gov Applic Clariﬁcations: 09!01 ,2003 j @GU | Links **
o Clarifications Due [3 =] [ =] [2003 =
Date:
@ Instructions a
Please Evaluate =]
=l
Y-..mm__;' : -C-j:;_u.-- o Evaluators =
ou are logged In as R
Pete Mahnke ﬂl
"Requisitions | Cl| None
S
'SIJEvaluation Criteria ki
S0 add |[1
o ] _ . _Type: < Weighted ~ Points
»:| # Evaluation Criteria °
[ SOlicitations Ut Ets
[E— Q o1 IE)onjarmanc_e to Terms & Conditions and to Scope afWDrkj 400 _lll
4] |»
V L1atlo
| Lontracts | Certificate of Insurance Information
oL o Bodily Injury: [-Selec— =] -OR- o Bodily —Select— =]
S — Injury:
| search |
o Per Person: [“Selec =] @ --And--: “Select =]
@ Shzie] @ Each “Select— =] @ Property “Select- =]
Vadig O Occurance: Damage:
@ Property —Select ~| o Combined: [Sslec— -]
Damage:
@ Statutory —Select- =] o
hanaa D AL AP =
4] javascript viewClauses('ADO4006 1 ~Uniform+Terms-+and+Conditions’, "ves', Mo’} [ | |2 |4 mternet
iﬁstart”J o & S |J RlMovel-delivered applicati... | &34D04: SPIRIT - Automat.... |[£]SPIRIT: Evaluation Crit... [ PEEINQ MR RES - 4z

Individuals that may assist this office in the evaluation of solicitations will need to be added by
the Spirit Administrator. We may have some people that participate more than others and
may already be included. However, if those you are using are not, they will need to receive
training and have a profile created in SPIRIT by the SPIRIT Administrator.

Note that having evaluators assigned to an RFP is a requirement; if none are included you
cannot publish a solicitation. If none of your evaluators have a profile in the system you can
add yourself as an evaluator, this will satisfy the functional requirement of the application.
Once the evaluators are created, you may then remove yourself and add them. This is
possible up until Proposal Evaluation Reports are created, but more on those later.

CLICK on the Add button.
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v Favorites

T

$=Back =

- D@ A Qe

You are logged in as:
Pete hMahnke

[ Kequisitions |

%&:‘Wu

Help

Address [&] hitps:fspirittest az.qovifpplc

SPIRIT: Evaluation Crite: e —iol ] =12
[ 2 https://spirittest.az.gov/Applications /SPIRIT/ADM.nsf/luExalNa: == |
E (= ||
¢ Evaluators EEEE
N By Name = 0000
I 0 03 at 04:06:46 Ph.
F Search b
Name Gov't Entity
4 - =l
™ bill billkAccountancy Board Accountancy Board
cll M T bilZ billZiaz.goy az.gov
Se E ™ bobby bobby/Accountancy Board Accountancy Board
gl I~ Donna BEoonedArizona State Procurement Cffice Arizona State Procurement Office
]
] [~ eval uatorfaz gov AZ.Q0v 3
ol < Bl
®:
Lh Pts
G o |Cnn1mmance to Terms & Conditions and to Scope DfWDrkj 400 -
< - . |Ll_|
Certificate of Insurance Information
o Bodily Injury: [-Sslect- =] -OR- o Bodily —Select— x|
Injury:
@ Per Person: [—Selec— ~| @ —And--: [Gelec =]
@ Each —Select- =] @ Property —Select- =]
CQccurance: Damage:
@ Property —Zelec— ] o Combined: [-Selec— =]
Damage:
@ Statutory “Select— =] i
| I sk

|ﬁ;‘| javascript: viewClauses('AD04006 1~Uniform+Terms+and+Caonditions', ‘Yes', ‘No')

;ﬁstart”] M & = |] [ Novelkdeliversd Ap‘..l £1aD0a: SPIR[T-AU‘..l & |SPIRIT: Evaluation .‘.”@https:ffspirittest"_ (o EEING XOR2EB T sz
Evaluators in the system will appear in this window. If the list gets lengthy, you may use the
search field to narrow down the list.

i E | Internet

Place a checkmark in the box to the left of the evaluator(s) you wish to include.

Once selections have been made, scroll to the bottom of the window and Click the

8] 4

button.
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Viewing Evaluator contact information

File  Edit iew  Favorites  Tools +

n
wpack - = - @ [ dl | Dses| o Evaluation

Address [&] https:/fspirittest az.goviepplic | Diate:

Clarifications:

Evaluation Meeting: 09/01/2003
09/01/2003

o Clarifications Due [2 =] [T =] [2003 =

o= s

~| Pen |Links »

After the screen refereshes
they will be included.

E =

The evaluators names are

Date: links, o that you can look up
@ Instructions their contact infermatien.
Please Evaluate —
LT L |
You are logged in as: =l
= F’_ete _Mahnke C: @ Evaluators
W Add Remave I
cl bill billfA
b\lq gﬂzﬂ'az oy
1| evaluatorfaz.gov
®;
MEME valuation Criteria | 7]
U add |[1=]
Ur Tvpe: < Weiahted ~ Points _'Ll
4] | »
o Bodily Injury: [-Sslec- =] -OR- o Bodily —Select— x|
— Injury:
| Search |
@ Per Person: [Gelect— =] @ --And--: [-Gelec— =]
ﬁw&!“f‘ @ Each “Select— = @ Property “Selec 7|
o Cccurance: Damage:
@ Property —Zelec— =] e Combined: [—Selec— =]
Damage:
Help o Statutory —Select- =] s

N A—rFn

|@ javascript: viewClauses('AD04006 1~Uniform+Terms+and+Caonditions', "Yes', 'Mo')

iastart”J &8 S |J Eltovsl-delivered Applcati... | &7aD0k: SPIRIT - Automat... |[@7sPIRIT: Evaluation Crit...

[ |2 [ mternet

EoEEIN L MOEEGBE  nem

After the screen refreshes the evaluators will be included.

The evaluator’s names are links, so that you can look up their contact information. Click on a

link and the evaluators user profile opens.

To close this window you may click on the X, Or you may Right Click on the screen with your

mouse and click on back.
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To Remove an evaluator from the solicitation

=101 x| =131

File  Edi i General Information = j
wback - =+ - (@ [ | Qsea| g Evaluation Due |3 ~|[1 x][z003 <]

| Address [ €] rttps:pspirtest o2 ovieppic | Date: To Remove an evaluator, | Poe |unks >
Evaluation Meeting: 09/01/2003 Click on the Remove button.
Clarifications: 09/01/2003
» Clarifications Due [3 =] [ =] [z003 =
Date: a
@ Instructions

Please Evaluate
[Home — FLagomt—
¥ou are logged in as

= _F;ete Lt ah.nke C: @ Evaluators :
| Requisitions | Add
C: bill bill’Accountancy Board
bill2 bill2faz gy
S| evaluatorfaz gov

®:
LR NE valuation Criteria L7
Ut add |[1 =]
t . i + Poi v
=1 Tvpbe: ~Weiohted & Points |L|_I
Certificate of Insurance Information
o Bodily Injury: [-Selec- =] -OR- o Bodily —Select— 7|
S — Injury:
| Search |
o Per Person: [“Selec =] @ --And--: —Selec— |
%‘. — @ Each —Select— 'I @ Property —Select— 'I
e Occurance: Damage:
@ Property —Select ~| o Combined: [Sslec— -]
Damage:
& http:,ifwww.adna.state.‘az.us,l’ = [ | |2 |4 mternet
iﬁstart”J o & S |J RlMovel-delivered applicati... | &34D0&: SPIRIT - Automat.... |[£]SPIRIT: Evaluation Crit... [ PEEIN MR RES E- 43

Click on the ml button.

The list of evaluators included with the solicitation will open in a new window.
Place a checkmark by clicking in the box to the left of the name(s) you wish to remove, click

on the Ok button; the evaluator has been removed
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Evaluation Criteria

=101 x|

/3 SPIRIT: Evaluation Critetia - Microsoft Internet Explorer

Evaluation Criteria B -
add [[1 -]
Type: « Weighted ~ Points
# Evaluation Criteria 9
Pts
o1 |Cu:unfu:urman|:e to Terms & Conditions and to Scope DfWDrkj W
Categories:
¥ Strengths W YWeaknesses [T Other T Conformance Cat
2 |Key Farsonnel/Qualifications | W
Categories:
¥ Strengths W Weaknesses [T Other [T Key PIQ Cat
3 |Methodology | W
Categories:
¥ Strengths W YWeaknesses [T Other [T Method Cat
4 ICDst | W
Categories: |
¥ Strengths W Weaknesses [ Other [T Cost Cat
Save as: # Draft © Complete .
4 I_rl_|

Note the area with the ﬂl IG functionality

You may include additional criteria in addition to or in place of the four system default
categories. If you Clicked on add now, it would add one more criteria. Or you can add
multiple at one time by the selecting the number you wish to add from the drop down menu.

You also select what type of evaluation it will be by selecting Weighted or Points (default).
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=101

/3 SPIRIT: Evaluation Criteria - Microsoft Internet Explorer

Evaluation Criteria B -
add |[1 -]
Type: © Weighted ~ Points
# Evaluation Criteria ?
Pts
o1 |Cu:unfu:urman|:e to Terms & Conditions and to Scope DfWDrkj W
Categories:
¥ Strengths W YWeaknesses [T Other T Conformance Cat
2 IKey PersonnelfQualifications j W
Categories:
¥ Strengths W Weaknesses [T Other [T Key PIQ Cat
3 |Methodalogy | W
Categories:
¥ Strengths W YWeaknesses [T Other [T Method Cat
4 |C|:|st | W
Categories: |
¥ Strengths W YWeaknesses [T Other [T Cost Cat
Save as: # Draft © Complete _
4| I_'I—I

Each of the four default criteria is selectable from each drop down menu. For instance, 1
Conformance. If you were to click on its drop down menu, methodology, key personnel and
cost would be available and other criteria are listed.

You also have the sub-categories of: strengths, weaknesses, other, and conformance
category. Each one selected, by clicking in the corresponding box adds that factor and
includes an additional area for evaluator comment.

NOTE: If at anytime during the drafting of a solicitation you have a need for an additional
criteria; the user may contact the SPIRIT Administrator and request that the criteria necessary
be created. If requesting this, include the subcategories you would like identified with the
criteria.
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SPIRIT: Evaluation Criteria - Microsoft Internet Explorer B N o 5 | o =1 |
Flle EdE View Favnrltes Tools F Type: - Weighted « Points =l Qﬁ
sk - & - @ [0 al| Q% # Evaluation Criteria °
Address [@] https://spirittest .az.gov/Applc Pts =] @a |Lmk5 »
o1 ICnnfmmﬁm:e to Terms & Conditions and to Scope DfWDrkLI 400
Categories:
¥ Strengths W Weaknesses [T Other ™ Conformance Cat
2 |Methndnlmgy 3| 300 h
Categories:
¥ Strengths M Weaknesses T Cther [~ Method Cat
Ym’%. 3 IKey PersDnn_el,’l].ualmcatlans j =l
Pete Mahnke Categories:
'Requisitions | Cl IV Strengths W VWeaknesses I Other ™ Key P/Q Cat
S 4 ICDS[ j
Cl If the default order of importance does not suit your
evaluation; you may use the drop downh menus te change
S and select a different order or use the simpler means by
@ clicking the up or dowh arrow next to the score of the
.T one you wish to move
(]}
v]} =
| |l
valuatio
| Lontracts | Certificate of Insurance Information
PRI LR T o Bodily Injury: [Selec— = -OR- o Bodily [-Selec— =
[Search =~ R
@m e Per Person: [-Selec- =~ @ --And--: [“selee- =
- o @ Each |—Se|ect— = @ Property |—Se|ect— =
AN T
30 Occurance: Damage:
@ Property [~Selec— = o Combined: [-Selec— =
Damage:
Help o Statutory [“Selec- = 5
- atal-M=1 e - | Iy B dhat
&7 hietp: iy, adoa. stake. 2z, usf F’il—g|e Internet
il start |J & 5 |J ElMovell-delivered applicati... | £1AD0A: SPIRIT - Automat... [[ETSPIRIT: Evaluation Crit... [C B EEIN AOBBER T 4z

If the default order of importance does not suit your evaluation; you may use the drop down
menus to change and select a different order or use the simpler means by clicking the up or
down arrow [*1¥] to the right of the criteria you wish to move

You may also select what criteria you want and where, by selecting it from the drop down
menu where you want it to appear. Make sure that you don’t end up with two of the same
criteria.

When satisfied with the criteria, you may change the Save as: to Complete and click on the

Ml button
You will be able to make changes to the criteria prior to publication.
If you feel safer not changing the status to complete leave it as Draft and click on the Submit

button. If you forget to change its status and attempt to publish the solicitation, Spirit will
generate an error message informing you that the evaluation criteria is not yet completed.
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The Price Sheet
This portion of the manual will guide you through the process of completing the Price Sheet in
a solicitation.

You will be shown how to create the Line Item in the solicitation using the information from the
requisition. Spirit System brings the information over from the requisition, so there is no labor
involved there.

Additional Line ltems and deleting them will also be included.

/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer = |

Fle Edt View Favorkes Tooks  Help |

Back ~ = - o | Bzearch  GelFovories  veda (8 | By S

Address [&] https: /fspirittest  az.goviApplications/SPIRIT/SR. nst

=SPIRIi;

Automated eProcurement System

You are Iogge-'tl:l!\hlas: b _ - - m =
Pete Mahnke Sect|°n Special Terms and Conditions = Click on the Price Sheet button
Clause | Select j | o0 |
Section|Special Instructions -
Clause |Selec— - Remove
Sections
@ Special Instructions
@ Special Terms and Conditiohs
['Salicitations | Uniform Instructions
Uniform Terms and Conditions
Evaluation Criteria I Pri heet | Scope/Specification | Questionnaire |
e -
[Other ™| o Bodily Injury: [-Selec— =] -OR- o Bodily —Select— =]
[Search— Injury:
o Per Person: [Sslect- ] o --And--: “Select— 7|
EE‘- e » Each [Select- =] o Property  [Select -]
L0 Occurance: Damage:
@ Property —Select— =] o Combined: [-Selec— =]
Damage:
Help @ Statutory —Zelect 7| 8
I»'éj- oo ascwrord Vi, R T
iastart”J M & “ [EEnovel-delivered Applicati,.. ”m |5HFFEN & HMoElamdGES T aam

Click on the Price Sheet button
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e HrErERE By Ens SRR METES|
72} SPIRIT: Price Sheet - Microsoft Internet Explorer ,&-/f' = |8} =f _|“
& |
Solicitation Price Sheet o [ =
Solicitation # AD040061 | ]
icitati Tabulation
2 Grouping:
[—Hofie T Eapout |
ol siclogoed i gm Gode Commodity Code Description
icing - ]
= _F:e.ti_e N.Iahin.k? L Cm Code Commodity Code ltem Description Ericing bty 1CW Crodp Bie fnelucs Het
| RKequisitions | Item #
hMotor Scooters and Trucksters,
1 00700020 Electric Powered {Including Golf 10 Each o MNo Mo
Carts and All Terrain Yehicles)
The commeodity ¢code has loaded from the Close Reload =
5 requisition. *“““*‘*‘i ““—‘"‘“‘“—‘]
re maintained by the Arizona State Procurement Office
ANE mente alnaestinne ar anectinne o the Qite Administratnre | LJ.'J
| K]
| contracts | Certificate of Insurance Information
[Other ™ @ Bodily Injury: [Selec— =] -OR- @ Bodily —Selec =]
. : Injury:
| Search
. @ Per Person: [Selec— =] @ --And--: —Belec— |
@ T @ Each —Select— 7] @ Property “Select- =]
Yot Occurance: Damage:
@ Property —Select— ~] o Combined: [~Sslec— -]
Damage:
- atal-W= ALy - | [T S =
& . Il
iﬂstarti“ & i| & Novell-delivered Applicati... i & ADOA: SPIRIT - Automat... i & |SPIRIT: Price Sheet - ... [(EwEEIONL MR ER T s

The commodity code(s) load from the requisition.

Clicking on the Pricing link opens a window defining the pricing options
Price Sheet Column definitions:

LI # = line item number

Cm Code #, Cm Code Item # = comm code number and comm code item number
Commodity Code Description... = self explanatory

Qty = Quantity

UOM = Unit of Measure

Group = group a line item may be part of

Alt? = indicates if a supplier is welcome to offer an Alternate

Include = indicates what you may want the supplier to include

Column definitions continued:

Detail = indicates whether or not you want them include a specific detail

Add Line Item = is used to create and add additional line items
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RIT_ Aubnmated ePraciirement Sustam: SR EEE Eals = =181
A intarmatar Hanauar: il AT ; NEEET - |
<= Back - |Infermation you need is right in = ‘
ndéress [ FOMTE OF VOU. Solicitation Line ltem o [unks |
_Solicitation # AD0O40061, Line tem # 1 | m
B D
raft
03 at 04:03:59 Ph
T @ = Required Field
Solicitd
Type: |§Solicitation Line Item : |7
ILCTTI I ) L cr| Solicitation Line Item #1 View Requisition Line ltem Information - |
You are logged in as: # 0070-0020 - Mator Scooters and Trucksters,
Pete hahnke LI# cr Electric Powered (Including Golf Carts and All
equISItionS Ite Terrain Vehicles)
» Commodity Code ltem @ Pricinge Oty o UOM  Group
1 g Select Iiuum-uuzu Search [— =l 1o [Each =] !— -
- I~ Allow Alternates Include:
I~ Detail Note I~ Manufacturer I Model I Catalog #
I~ Date 1 Part# L
[ SOliCIations [
Fropo i
valuations J Save as: « Draft © Complete ﬁ'
w m Submit | Cancel | Reset |
[Other —— | @ Bo =
[Search Injury:
o Per Person: [—selec— -] @ —-And--: [Gelec ]
%‘iﬁww .y oEach [ees 3] o Property  [Seier B
o Qccurance: Damage:
 Property [Selec- =] o Combined: [-Selec— =]
Damage:
@ Statutory “Select— =] i
Ig]- no 2 auord | it L E—

;ﬁstart”] M & = || [ Novelkdeliversd Ap‘..l £1ap0a: SPIR[T-AU‘..l & |SPIRIT: Price Sheet..IE@spIRIT: Solicitati... i;‘}ﬂﬂﬁiﬂN O HMABEI2EEW T wtamm

View Requisition Line Item Information link in the image above opens the requisition line
item information, however, all the information you need is right in front of you.

Pricing type: Fixed Price = FP, Discount Off List Price = DLP and Percent of List Price =
PLP can be select from the Pricing drop down menu.

Qty = Quantity can be edited by typing any new quantity requirements if they have changed
since the requisition creation.

UOM = Unit of Measure allows for selecting a more appropriate measure if that included in
the requisition was not accurate enough.

Group = allows for including line items in a specific group. The Spirit System includes groups
A - Z, it then goes to aa, bb, cc, etc.

The checkboxes will be discussed further in more detail shortly.

In Spirit, the commodity code is broken down to the item level. It is at this point that you
would select the appropriate item description.

Since the Spirit System is new, the commodity code item description is likely not in the
system yet. See section on Requesting a Commodity Code ltem
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Cm Code

LI # # Commodity Code Description
CmCode Commodity Code ltem Description
ltem #

Motor Scooters and Trucksters,
0070-0015 Engine Driven (Including all Terrain
16— Yehicles)

0070-0018-
0001 Motor Scooters

Click on the line item number (indicated by arrow, image above), to open the window that
allows for completing the details of the line item.

=l=] x|
tation Line Ttem - Microsoft Internet Explorer - 10 x[)] _‘“
Solicitation Line ftem G0 [ Links |
"""" Solicitation # AD040061, Line tem # 1 I ]
To search for the Draft
commedity code item, click Fage loaded on 2 at 04:038:58 Ph.
on the Search button. The — 3 3
window that opens will list ¢ = Required Field
the commodity code items
available for 0070-0020 5 m
[_Home T THgau Li am #1 View Requisition Line Item Information =
You are logged in as e 0070-0020 - Motor Scooters and Trucksters,
Pete Mahnke — \\\ Electric Powered (Including Golf Carts and All
[ RequiIsitions | It Terrain Vehicles)
o Commodity Code ltem @ Pricinge Qty o UOM Group
1 o Select | [o070-0020 Sa8arch [— =1 Jo [Each =] [—=]
 Allow Alternates Include:
I~ Detail Note I~ Manufacturer ~ Model I~ Catalog #
I~ Date I” Part# L
'Solicitations | I
Proposad i
yaluatio 4 Save as: # Draft © Complete ﬁl
W Submit | Cancel | Feset |
Rl e— *Bo -
R — (U
P o Per Person: [Selec— - @ --And--: [“Selec- =
@ S3zid @ Each [~Selec— = @ Property [Selec— =
L L Occurance: Damage:
@ Property [~Select- = o Combined: [Selec—- ~
Damage:
hanoa B iEr
& [ 3 [4 tnternet
Mstart|| | ] & ) || Eovel-delivered ap...| £4008: SPIRLT - Au... | EsPIRIT: Price sheet...|[EsPIRIT: Solicitati.. | S EEEDIN § MO RGEHE  weem

Once in the Line Item itself you must complete what is necessary to the solicitation. This
process begins with the identification of Commodity Code Item Numbers. If none exist they
will need to be created by the SPIRIT Administrator. If they are already within the system you
may continue the process by clicking on the Search button. The search will be by the
Commodity Code and Subclass entered. The results of which will be any Commodity Code
items assigned to the particular code.
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To search for the commodity code item, click on the Search button. The window that opens
will list the commodity code items available for 0070-0020. Scroll through the list of those
available, to select the item you want, click on its link to load it into the line item. See image
below

—(a]x]
=ioixl<| |
Solicitation Line ltem o [ ks
Solicitation # AD040061, Line ftem # 1 —
Draft
0070-0020 Search
e = Reguired Field
8 Documents Found
Code Description nLinetem | 7
h Line Iitem #1 View Requisition Line ltem Information =l
LTS Gl 0070-0020 - Motor Scooters and Trucksters,
Trucksters, Electric S diineluding Golf ¢ o Al
0070-0020 Powered (Including ectric Powered (Including Golf Carts an
Golf Carts and All e Terrain Vehicles)
Terrain Yehicles) ity Code ltem @ Pricinge Qty o UOM Group
0070-0020-0001 Motor Scooters 002t %l [— =l [0 [Eeen =] [—Z
ernates nclude:
o Gl te I~ Manufacturer I~ Model I Catalog #
0070-0020-0003  Trucksters, | r Date  Part # ]
T
Fropa pos
valuafio i Save as: « Draft © Complete lll
L= B S N— @ Submltl Cancel | Resetl
B S @ Bo =l
[Search Injury:
@ Per Person: |-Sslect- « e —-And--: [FSelece =
g AT @ Each ~Select 7| o Property  [-Select- =
st € Occurance: Damage:
@ Property —Select- = e Combined: [Sslec— =
Damage:

& i [ 5 [ meemet
jﬁstart”] I & H Enovel-deiver... | £7a000: SPIRL.. | E)PRIT: Price ...| E5PIRIT: Solict...| [EThttpsi//spin.. | Ssa BTN § MOEPAEBHT.  ausm

When the document reloads it will include the commodity code item detail.

To select the pricing type click on the drop down menu to select it

The Quantity and UOM are copied by SPIRIT from the requisition (these can be changed if
necessary).

For this commodity and in this instance, the PO requires the manufacturer name, as well as
the model. These are selected by clicking in the box to the select the desired requirements

Model Number is selected if appropriate.

We will also select Catalog #. With this selected, a field will be included on the suppliers
response side that will allow them to enter their website. This will allow the functionality of
including a link in their contract (if awarded), directly to the products on contract.

Date is checked with reference to the catalog.

Part # is selected if appropriate.

Checking the Alternate box would indicate to the supplier that an alternate to that which we
are requesting is acceptable.

Detail Note is checked if you wish the supplier to respond to something that may be typed in
the field beneath it.
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'anuun SPIRIT - Auton c c =18
2} SPIRIT: Solicitation Line Item - Microsoft Internet Explorer o) =[] =]
Solicitation Line Item | TREE
Solicitation Line ltem #1 View Requisition Line Item Information Go |uirks ?
0070-0020 - Mator Scooters and Trucksters,
- Electric Powered (Including Galf Carts and All
Terrain Vehicles)
Price Sl Commodity Code Item @ Pricinge Oty o UOM Group
0070-0020 - Motor Scoaters and Trucksters, [Fe =l [in [Each =] [—=
Solicitd NI )
Wi EHl| 0070-0020-0001 - Motor Scooters
Yﬁmm?% ottt Cr| Select ||DD?D—DDZD Search -l
ou are logged in as:
Pete ,ﬁgmke LI# z I~ Allow Alternates Include:
‘Requisitions | Iter I~ Detail Note ~ Manufacturer ¥ Model ~ Catalog #
¥ Date v Part #
1 |00 l
Save as: # Draft © Complete
[Solicitations | Subrmit | cancel | Reset | .
Froposa
LT These pages are maintained by the Arizona State Procurement Office l;l
EEIZFER: 1 — Please send comments, suggestions, or questions to the Site Administrator -
[Contracts | m (c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office
| Other @ Bo =
[Search Injury:
@ Per Person: [—Selec— ~| @ —And--: [Gelec =]
% LSizie. @ Each —Select- =] @ Property —Select- =]
Yedlel O Oceurance: Damage:
@ Property —Zelec— ] o Combined: [-Selec— =]
Damage:
D o | I sk
|ﬁ§| | |3 & mtermet
astartl“ M & 5 || Etovsldeliver... | 14008 seRL.. | E15PIRIT: Price ...| [ETspRiT: Soli... (o EEIN G MOR2EB T s

When the line item information is complete, change the Save as status from the default of

Draft to Complete then click on the MI button

If you save it as complete you will still be able to make any necessary changes prior to
publishing the solicitation.

You may also save it as Draft status; however, it will need to be set as complete to publish the

solicitation. If you forget, Spirit will let you know by way of an error message when you try to
publish.
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Adding a Line Item

Add Line ltem |

Close | Feload |

Note the image above. The Add Line Item button is now just above the Close/Reload
buttons. Rather than to the right of a Line Item as viewed below. Other than the screen
layout, the functionality remains as described below.

2 ADOA: SPIRIT - Automal =l8ix]
Fil | " = i rosoft Internet Explorer = P ] | _
Solicitation Price Sheet Go |Links 7|
Solicitation # AD040061 —
To include another line item click en
the ADD button.
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i, 15 I .(.j:! B |
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@ Property —Select- x| @ Combined: [Salect- ]
Damage:
- atal-W" ALy - | I, T i
[&] Dane I
iﬂstartnj & 5 || Enoveldelvered applicati... | #34004: SPIRIT - Automat. .. |[£7SPIRIT: Price Sheet - ... [ PEIN MOTREGEHE  sisem
Adld Line tem

To include another line item click on the button. A blank line item will be
created. You can either use the same code as in the previous line item or use a different one.
The same steps as covered previously are used when creating additional line items
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SEETN - |
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|&] pone T
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To change the order of the line items, click on either the up or down arrow to the right of the

line item you would like to move.

Use the Femaove

buttons (above each up/down arrow), to delete any line item

Click on the ﬂl button when you are done with the Price Sheet. You can also use
the Windows X in the top right corner of the Price Sheet to close the document.
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BEST PRACTICE FOR THE PRICE SHEET AND SUGGESTED SUPPLIERS :

It is at the time you create and submit the price sheet that the Spirit System queries the
database and loads the appropriate suppliers. Oftentimes the process of drafting a
solicitation and publishing it is a few weeks. During these few weeks a number of suppliers
have probably registered that may be interested in this solicitation.

In order to reach these suppliers you should resubmit one line item that is representative of
each different commodity code used in the solicitation. To do this, you would go back into the
price sheet, then go to each of the representative line items and submit them again. This will
re-query the database and include those additional suppliers that may have registered while
you were drafting the solicitation.

The Spirit System is set up to notify suppliers of a solicitations existence if they were
registered prior to your drafting the solicitation. Spirits functionality also notifies suppliers if
they register for a code used after a solicitation has been published. However, it will not notify
the suppliers that may have registered while you were drafting the solicitation. To avoid
missing these suppliers, the previous steps mentioned above should suffice in reaching the
appropriate suppliers each time you draft a solicitation.
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Scope of Work/Specification
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To add the Scope of Work, click on the _StarefSpecification | button. This will open a separate
window that will include the documents attached to the requisition. Select the appropriate
document by clicking its radio button and then click on the OK button.

As we all know, many times the Scope or Spec that arrives with a requisition is not perfect
and will require fixes. If this was the case you may have opened it and saved it as a file you

Browse. ..

could work on. If this is the case, you will have to click on the button, locate
the file and attach it, much like you would an attachment to an e-mail. This is necessary if
changes were made to the Scope as the edited Scope is now the most up to date document.

You may also not have received a Scope/Spec with the requisition, but had it e-mailed to you
outside the Spirit System. If this is the case, you would also use this method to attach the
document.

Once attached; when the Scope/Spec button is now clicked on the document will open in a
new window.

There is no limit to the number of documents that you can attach to a solicitation; however,
SPIRIT will only allow one document linked to the Scope/Specification button.
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If you scroll down the solicitation draft to the Attachment section, you will see the
Scope/Specification file name link. You may click on any file name link to open the document.

This is the area of the solicitation that additional documents may be attached and/or removed.

The Add, Add From Req and Remove functionality will be covered later on in the manual.
To touch on it briefly though; clicking on the Add button opens a browse window like that
shown during the Scope attachment. Add From Req opens the window that lists documents
available for attachment from the requisition. Remove opens a window listing the files
attached (including the Scope, if attached). Placing a checkmark in the checkbox and clicking
on the OK button will remove that document.
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Questionnaire
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button. The Questionnaire

To set up the Questionnaire, click on the
window will open.
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23 SPIRIT: Questionnaire - Microsoft Internet Explorer =10l =|
Questionnaire -

Solicitation # AD040061-A1

Paage loaded on 03

@ Instructions

Answer ;I
-
1 add ||1 -]
3 1 How do wou...? ;I Select |
=
2 ~| Select

Save as: # Complete

Submitl Cancel | Resetl

-
4| | »

Type a question in the @1 field or paste one that you may have in a Word document.

PASTING BEST PRACTICE: Sometimes the translation from a Word document to a field in
Spirit may not be a mirror image of what you copied. For example, quotation marks usually
copy into the Spirit System as question marks. To avoid this, prior to copying and pasting
from another document, save the Word file as a PLAIN TEXT file type, then copy and paste
from that one. This usually solves the dilemma. You may also submit it as draft, then return
to view it and correct the few characters that may have changed.

1. You can add more question fields by selecting the number you would like to add from the

drop down menu and then click on the Add button. ...A, = i

NOTE: If you add too many questions to the questionnaire, leave any that you do not use as
the last questions in the form. Any blank question fields at the end will not appear in the
supplier’s copy of the solicitation. If you leave a blank question field between any questions,
all question fields following the blank field will be removed. If this happens, contact the
SPIRIT Administrator as all is not lost (famous last words).

Oftentimes the same or similar questions are used in questionnaires; an example of which

would be regarding exceptions taken. Any of these oft used questions can be found in what
is referred to as the Question Bank

To select commonly used questions from the Question Bank, click on the ﬂl button
found at the right of the question field you are working on.
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Shbetos://spirk: st oz gor/ ABIc LS =101x]
Questions (Default) [
By Category

| Search |

Name Cluestion

Exceptions to
the
Specifications

Completely identify all exceptions that have
been taken to the specifications.

Just another example exception question.
Again, this is not real data, but just test data
needed to develop the system. &l

Exception
Cluestion #£2

When the Question Bank opens you will see the listing of available questions. To select a
question to use, simply click on its title link. This will load the question into the questionnaire.
If you would like you may then edit it in the questionnaire.

Note: once the list of available questions becomes lengthy, you may use the search
functionality for keywords.

NOTE: if you have boilerplate questions you would like included in the Question Bank submit
them to the SPIRIT Administrator and it will be so.

Like the line items in the Price Sheet, you can change the order of the questions by using the
up or down arrows located to the right of the question you would like to move.

To complete the Questionnaire, change the Save as: to Complete and click on the

Ml button

If submitted as Draft, you will be informed by the Spirit System if you have forgotten to change
it to Complete when you try to publish the solicitation.

Once the Questionnaire has been Submitted you are routed back to the main document.
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Certificate of Insurance Information
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You must select the appropriate amounts for the Certificate of Insurance in this area. The
amounts selected will load into the Certificate that will be included in the suppliers solicitation.

Selecting the Insurance Clause in the Special Terms indicated to the Spirit System that you
would be including a Certificate. It then included this area in the solicitation.

Simply click on the appropriate drop down menu(s) selecting the amount. If a monetary

amount is not necessary for any of the liability/damage amounts select N/A from the drop
down menu in each instance. You may also select N/A for all the fields if you like.
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PRICE SHEET INFORMATION SECTION
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You must select a Tabulation Group Type. To do so, click inside the appropriate radio button.
Instructions to the supplier must also be entered. These instructions will appear on the Price
Sheet in the supplier’s view of the solicitation.
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If at anytime you wish to view the suggested suppliers included in the solicitation, click on the
View Suppliers link. A window will open listing the suppliers. The suggested suppliers
window opens allowing you to scroll through the list. Scroll to the bottom of the window and
click the Close button or click on the window X to close.

Like the requisition piece you can search for and add any other suppliers you want to include.

Enter any comments you feel necessary regarding suppliers added in the comments section
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Adding a Newspaper
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Newspapers with contact info have been pre-loaded into the Spirit System. Selecting a
newspaper will send a notification requesting an advertisement in that paper. The notification
will include appropriate details about the solicitation similar to that below.

Click on the g button to open the list of Newspapers.

Newspaper Legal Ad
Please do not respond to this e-mail as it is a system generated notification and will be returned to you
as undeliverable.

The referenced legal advertisement is being forwarded to you for advertisement in your newspaper.
Please run the advertisement within 3 days of receipt of this notification. Please invoice the State
Procurement Office at 100 N. 15th Avenue, Suite 104, Phoenix, Arizona 85007 or call 602-542-5511,
Fax (602) 542-5508 if you have specific questions.

Please DO include the following information in the ad, preferably at the end as follows:

For further information contact the AZ State Procurement Office at (602) 542-5511 or visit
www.spirit@az.gov to register and respond to the solicitation.

Please DO NOT include the Conference Location and Date lines if none is listed.
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Select the newspaper you want the ad to appear in by placing a checkmark in the box r to
its left. Scroll to the bottom of the SPIRIT Newspapers screen and click on the OK button.

Note that you may also search for a specific paper.

Note that when creating an amendment to a solicitation it will be necessary to remove the
Newspaper, unless another legal advertisement is necessary.
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Attachments, Adding and Removing
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To add an attachment, click on the Add button.
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As done when attaching a Scope/Spec, click on the Browse.. button to search for the
file you want to attach (think e-mail attachment)
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L) TRAINING 3 Time

Cider Spirk Temp B ntitled
z:rk?:?nf‘;;;izsimpro _‘J
e Seh |
W] Joe AzSpo Confidential
File name: I = | =]
L Files of type: [ Files 9 =l #l
Attachments | 7
e T Add | AddFromReg | Remove |
Feontracts | ScopeSpec.doc
I%
Approvals
PO
H Custamer
[&] https:ifspiittest. a2, gov/Applications/SPIRIT/ADM . s {Dochum, JKOD- SISV FOpentLogin [ 15 [@ nternet
dhstart ||| 1] @& 5 || Enovelkdelivered Appicati,., | &ADOA: SPIRIT - Automat. ., |[&]SPIRIT: Attach File - M. [EaEEION§ AOEEEHT  susm
Choose a file to attach. For the purpose of the manual we will cancel this action by clicking
Cancel .
on the button and attach a document by using the 288 FramBeq |y ton.
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| Solicitations |
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add |[ addFrom Peq Remave |

ScopeSpec.doc

Solicitation Review Comments
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Approvals
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Help Customer
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Address

| @ |unks ”i

Flease selact the Attachment(s) you
would like to add.
Attachments
¥ Req Attachment 1.doc

I ScopeSpec.doc mated eProcurement System

Cancel |
4 T Search |
m TIEFTSpEpPET # Newspape [Name
JKOD- Ahwatukes Foothills Mews
SJEVVY
Comments:
|
=i
Proposals | : |7
W A | Add From Req I Remaove |
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| search | | |
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A window opens listing the files attached to the requisition. Select the file(s) to attach and

click il
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Removing Attachments

Attachments . | 7

Add | Add From Reg | Remuvel

In the Attachments section click on the M button

; SPIRIT: Remove Attachmen - | |£|
E:.J — e e T |.l"l- —T

St e e

SPIRIT: Remove Attachment(s)

Flease select the Attachmentis) you
wiould like to remove

Attachments
™ JAzspo History doc

0] | Cancell t
1] |_>|_I

The window above will open listing the files attached. Place a checkmark in the box(es) to

the left of the file(s) you wish to remove. Then click on the il button. The file(s) will

now be removed from the solicitation.

Note: many of the images regarding attachments have differing files to choose from, this is
due to the fact that different solicitations were used to obtain images from. Please disregard

any filename discrepancies in this documentation as it is the action, not actual files that are of
importance here.
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Submitting Solicitation as Draft or Submit to Customer for Approval

Pete Mahnke
| Requisitions

%&Eﬁiﬂ!&

43 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer —[=] x|
Fle Edt view Fovortes Tools Help ﬁ
&Back - = - @ A | @uoearch GFavoriies Fvedn (B | 5y S =1 2

Address I@https:Hsp\rittast‘az.gnv,iApplicat\nnsfSP[RITISR.nsF ~| @G |Lirvl<5 ez

o —— :
Automated eProcurement System
[ Home T Topait |
T
You are logged in as: ttachments |7

Al | Add Fram Req I Remnvel

ScopeSpec.doc
Req Attachment 1.doc

Solicitation Review Comments

Approvals
FC:
Custormer

Save as: « Draft « Submit to Customer for Approval

Submit Feset

These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

[ [B@nene

[&] pone

igstart”J o @ 4 |J B novel delivered Applicati. . I £7ADDA: SPIRTT - Autom... [ oPEEINQ MODBGEHET  wiem
Make any Comments regarding the solicitation that you feel are necessary.

When you are done with the solicitation draft you must submit it to the Customer for Approval.
This approval process will be covered later.

You do not have to be done with the solicitation draft in order to submit for customers
approval. You may do this as many times as you feel is necessary during the drafting

process.

When you do Submit to the Customer, they will have the option of making certain changes to
the draft, which you must then approve prior to publishing the solicitation.

Once you have set the Save as: status to Draft and saved, the Draft status radio button will be
replaced by Update. Any time from that point on to save progress on the draft, select the

submit |

Update radio button and click on the button

NOTE: As mentioned previously, in the majority of, if not all cases you the PO will also be the
customer (you created the requisition). This manual does not include information on
reacting/accepting changes made by the customer, however, as you are considered the
customer as well, you only need to submit back to the PO for approval when playing the part

of the customer.
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7} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explo =181 x|
Fil=  Edt View Favortes Tooks  Help |
.~ | a} | @ search GlFavorites Eiveda 4 | By S = q
Address [&] hitps:fspirittest az.govifpplications/SPIRIT/SR, st =] Paen |unks >

=SPIRIil;

Automated eProcurement System

51 At ATALGh |

i [5gou -
You are logged in as: Fi i
Sl My thql tations
Requisitions | By Solicitation Number
Sol Num PO Type Status Title Posted Date Close Date
Pete
Mahnke/Arizona s
ADO40061  State RFF Dratt ~eletiaion 09/01/2003
E‘W Prqcurement
Office
I Pete
Mahnke/Arizana How to
ADD40060  State RFF  Draft Create a 09/01/2003
Procurement Requisition
Cffice
Pete
Mahnke/Arizona %t;ﬁi-rem
AD0D40058  State RFP  Closed SQSS‘O% 4 08M8/2003  08/20/2003
Procurement REP 1
Office
Pete Stress Test
Help Mahnke/Arizona Training
hanoa Ba arnrd AMNANNES  Ctata PER (Tlacad Caccinn 1 NRMQMINN2 NR20INN2 LI
&) Draft [ 5 & mtemet
dhstart||| 1] @ & || Evovel-deivered appicati... |[E]aD0A: SPIRIT - Autam... [EaPEEION L XOHETSE  «19m

After clicking on the submit button, you will routed back to the My Solicitations area in Spirit.
Note the status of the solicitation the manual has been creating, AD040061
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IFB and RFQ C set up differences from the RFP or RFQ

The drafting or structure of the IFB and RFQ C (Request for Quotation Cost), is extremely
similar to that of the RFP with the exception being Evaluators and Evaluation Criteria.

The IFB and RFQ C do allow for the option of including evaluators for the purpose of assisting
you in concluding whether or not the offer meets the Scope or Specification.

For more information on the evaluation and/or awarding of an IFB/RFQ C, see the section
entitled IFB Evaluation.

This portion of the manual covers the only major difference between the drafting of an RFP
and an IFB or RFQ C.

This particular draft is from an IFB, however, the process for this and an RFQ C are the same.
When the manual refers to an IFB it is taking into consideration the fact that the IFB and RFQ
C functionally is the same.

The Spirit System allows for the inclusion of evaluators in IFBs and RFQ Cs. It obviously
does not include the depth of the evaluation of an RFP, but the PO may require the
knowledge of someone that is familiar with that which is being procured. After the close of an
IFB or RFQ C, the evaluators will have an area in which they can make comments regarding
the offer.

Note that in an IFB the user has a Cost Evaluators section.
Cost Evaluators
Would you like to define Evaluators? < Yes # No

Initially this Cost Evaluators section does not have an area to include any evaluators. If you
want to include one or more, you would select Yes by clicking in its radio button.

The screen will then refresh with the appropriate buttons to use to include the evaluator(s).

Cost Evaluators

Would you like to define Evaluators? ~ Yes ¢ No
add | Remove |

None

Click on the Add button to open the evaluator selection window.

This should be familiar territory to you as it is the same process as that used in the RFP.
Once an evaluator has been selected and added the name(s) will appear where the word
None is.

Select who you want to include. You would then click on the OK button.

If you needed to remove any, you would click on the Remove button. Like the RFP; a window
would open containing the person(s) included with checkboxes to the left of their names.
Place a checkmark in the checkbox to the left of the person you wish to remove and click the
OK button.
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Post solicitation publication processes

Backgropnd This portion of the manual will cover:
Information ¢ Changing the Solicitation Close Date
¢ Changing/Adding Evaluators
¢ Amending a Solicitation

¢ Viewing the Solicitation Tabulation prior to close

Changing the Close Date

3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

===l
Fie Edb view Favortes Tools Help

EBack - = - D A | DQsearch GFevorkes Thmeds OB | By S =1 5

Address [&] https: /fspirittest a2.gov/Applications/SPIRIT/SR. nsf

| e |L|rvl<5 ™

Bivizonn DEFITTEHEREST ABEY

Welcome to SPIRIT

The Arizona State Procurenent Office {AzSFP0)
acded o 3 at 11:5 il

The Arizona State Procurement Office (AzSPO)

The Arizona Department of Administration, State Procurement Office, is
EELRIS - the central procurement authority for the State of Arizona. Procurement is
(Other ] managed through the development of policies, training, and agency
delegations. We also establish and administer statewide contracts for

state agencies and political subdivisions. These contracts are established
ﬁm - from individual requests and focus-group activities with the State agencies —
S and participating members of the Cooperative Purchasing Partnership.
The Cooperative Purchasing Partnership includes over 400 colleges and
universities, counties, cities, school districts and qualified not-for-profit
organizations.

& https:p’,l’sp\r\ttast‘az‘gnVIApp\icatmnsfSP[RITI;R.nsF,i’nav-l;OLerft?OpanPagre&EaseT;réat:Ma;nS;Expam;C’)uthne:1 2 l; [ |5 & ntermet
dhstart||| (] @ 51 || Enoveldeivered appiicati.. |[&AD0A: SPIRIT - Autam.. (=@ ONRHAEES . 1202

In the Azpix system we create and issue an amendment. The Spirit System differs in that, if
the only thing you need to do with a solicitation is change the date, you would use the Change
Due Date functionality.

When you do this, suppliers are notified via e-mail as to the change in date. The Spirit

System also makes that change in the appropriate solicitation field on the supplier side;
however, no amendment is created or published.

Click on the IMBMGIAEIOINSNE (., -ric- logging in. Click on the My Solicitations (5,

from the sub-menu
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M for the manual.

Click on the appropriate solicitation number link

2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer - ===
Fls Edt View Favorbes Tools Help
EBack - = - @ A | DQsearch GFevorkes Thmeds OB | By S =1 5
Address [&] https: /fspirittest a2.gov/Applications/SPIRIT/SR. nsf | e |L|rvl<5 ™

=SPIRIT;

Automated eProcurement System

[—Fiome T TBRou ] . -
T Solicitation Creation
"Requisitions | Soficitation #AD040061
Published
| SOlicitations 03 2
Document Information ]
Froposad Cancel”W
aluafions Requisition ADSM- Solicitation #: AD040061 ContractTBD
#: SQNUQB #:
Amendment:No Amend. #: 0
Created By: Pete Mahnke/Arizona State Date 08/22/2003
ol ¢ E— Procurement Office Created:
Requestor: Pete Mahnke/Arizona State  Gov't Arizona State
&*@iﬁ@* Procurement Office Entity: Procurement Office
Process Solicitation: Published Status: Published
Status:
Date 08/25/2003 Close Date: 09/01/2003Type: RFP
Published:
m PO Assianed: Pete Mahnke/Arizona State Procurement Office =l
|&] Published [ | |2 |4 mternet
iﬁstart”] M@ @ |J [Enovel-delivered Applicati..., | £ ADDA; SPIRIT - Autom... (2@ ONRHAEEES . 1203

Change Due Date

Once a solicitation has been published, the | button will appear and be
active. Click on it, this will open a window with a drop down menu allowing you to select a
new date.

Note the ﬂl button. This button is available at all times and is used to cancel a
solicitation if necessary.

Click the ll button to record the new date.

Note that if and when you create and issue an amendment it will be necessary to change this
date to reflect the new Close Date. Since key dates in a solicitation load from the
Procurement Plan and as these dates are not editable after publication of the plan, the
original Close Date will load into any amendments.

That covers the entire process involved in changing the close date in solicitation. Once you
clicked on the OK button after changing the Close Date, the e-mail notification was sent.
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Changing/Adding Evaluators

The Evaluation Committee originally included in this solicitation has to be changed due to one
of the evaluator’s workload.

After logging in and reaching the My Solicitations section of Spirit, Click on the appropriate
solicitation number link.

Note that the solicitation is in View mode. Once published you are unable to make any
changes other than Close Date or Evaluators without creating an amendment

= Back v o= -

@hsearch (GElFavorites  EiMedia 4 | B

Address 33_1 https:}fspirittest, az.gov/ApplicationsfSPIRIT/SR.nsf

=] @0 |unks

ML C T 111 |
You are logged in as: Changed"
Pete Mahnke
[Requisitions | I
| Sallcitations Sections
Special Instructions
Special Terms and Conditions
Propo Uniform Instructions
: Uniform Terms and Conditions
I Evaluation Criteria Price Sheet | Scope/Specification | Questionnaire |
Certificate of Insurance Information
Bedily Injury:  N/A -OR- Bodily Injury: N/A
@ Per Person: NAA --And--: NA
JAUS 127 Each MNAA Property N/A
VoSt Cccurance: Damage:
Property MNAA Combined:  N/A
Damage:
Statutory N/A
Limits:
Help
m Pricesheet | 3| =
@ javascript: vlewc\auses( ADD40061 Al~Uniform+Terms-+and+Conditions’, TNa', ‘No’) [ é |4 Internet
hstart||| 7 @ 40 || Enovel-delivered appicati... || £]aD0A: SPIRIT - Autom... (@i N2 EEES T zis5m

Scroll down to the
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SPIRIT: Evaluation Criteria -

Microsoft Internek Explorer

Back - = - @) [2] | @search

dress [&] heeps:jspirictest a2 goviApplicatior

Evaluation Criteria
Sohc.ltatro # ADOS006G1-A1

General Information

Change Evaluators
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L5 Evaluation Due 09/01/2003 =l
‘You are logged in as: Date: |
I-;_;e] :‘?‘ Mi ?EI”.’?’ Evaluation Meeting: 09/01/2003
Clarifications: 09/01/2003
LA TSR Secl| Clarifications Due  09/01/2003
Spet| Date:
Spet| Instructions
Proposa Unif¢| please Evaluate
alua Unift| Eyalyators
—— bill bill’Accountancy Board
poslleint eval uatorfaz gov
(Other | Cert . i
[Search | Bodiy oy, oA =UR- SOoUny mury. &
ﬁ Per Person: NAA --And--: N/A
LA T Each MNAA Property N/A
VoSt Cccurance: Damage:
Property NAA Combined:  N/A
Damage:
Statutory N/A
Limits:
Pricesheet | s
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iastartf: i & S || & Novall-deliversd Applicati... ; & |ADOA: SPIRIT - Automat... ll@spmm Evaluation Crit... |EGrenT @Nggﬁﬁﬁ C.  zisPM

Click on the ___ “hange Evaluators I button.

Note the Evaluators included in the bottom left of this corner window.

SPIRIT: Add/Remove Evaluators -

Microsoft Internet Explorer

Back - = - @) [2] & | @search

address [&] https:fspirittest az.qoviApplcatior
bill bill’Accountancy Board
eval uatorfaz gov
You are logged in as Chal Click en the Remove butten
F:e:e Mah.nke Subimit | Cancel i Reset I
"Requisitions | EE
| Solicitations | Sect These pages ars maintained by the Arizona State Procurement Office.
Sgeg Please send comments, suggestions, or guestions to the Site Administrator
Spe {c) 2003 State of Arizona Department of Administration, Arizona State Procurement
- Uni Office
Propo nifc
raluahio Unifc
ontracts
[Other | Cert o
'Search | Bedipmury A CUTC SOUNy MUTY. 1A
ﬁ Per Person: N/A --And--: N/A
A Each MNAA Property N/A
%’ Sl
e Occurance: Damage:
Property N/A Combined: N/A
Damage:
Statutory N/A
Limits:

T N | i

_]]avascrupt vlewC\auses(ADD4DDGl -l ~UniFormeTerms-+and+Conditions’, Mo, ‘No') N e

,Qstartiaf & || Enoveldelivered applicati. . j 4 1ADO0A: SPIRIT - Automat, .. ”@spmn’; Add/Remove .. |EdeaT g @N EAEEESE 215
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To remove an evaluator, click on the m.j button

The evaluators included in the solicitation will be listed in the Remove Evaluator window that
opens.

Place a checkmark in the checkbox to the left of the evaluator(s) you wish to remove by

clicking inside the box then click on the 2 button. The evaluator is removed.

To add an evaluator to replace the one removed (if necessary), click on the 2B button.

The Evaluators By Name window opens listing the evaluators in the Spirit System, as it did
when you selected evaluators while drafting the solicitation. Once the list gets lengthy, you
may want to use the search functionality.

Scroll down the window until you find the evaluator you wish to use, and then select them by
placing a checkmark in the box to the left of their name.

After selecting the new evaluator(s), continue scrolling to the bottom of the window and click

on the o button

The new evaluator will now be included.

Click on the _S‘UM button if you are done.

Once back at the Evaluation Criteria window, you can scroll down to the bottom of the window

and click on the ClDSE button or Click on the windows X. That completes the process of
changing evaluators in the Spirit System. It is not necessary to do anything else, the

evaluators have been addressed.

NOTE: Evaluators can be changed during evaluation up to the point of creation of the
Proposal Evaluation Report(s). Any evaluation forms by a removed evaluator will also be
removed by the system.
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Solicitation Amendment

This section of the Spirit manual covers the process involved in creating a solicitation
amendment.

The Spirit System treats all amendments the same regardless of whether for a solicitation or
contract. Whereas in Azpix we created an amendment that is physically a separate document
from the original; Spirit duplicates the original document, incorporating all the information from
the original into the new. When the new document or Amendment is finalized, the old
document, whether solicitation or contract is closed out. The new document is then the new
active document.

So what you are looking at once created is an entirely new solicitation in a sense.

Once logged in click on the EHNIIGIEAEIMINEEN (-1, then click on the My Solicitations

tab from the sub-menu

Click on the appropriate solicitation number link M

/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer i = |

Fle Edt View Favortes Tooks Help ﬁ
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"Requisitions | Soficitation #AD040061
Published
| Salicitations | Page loaded on 03 at 12:04:49 P
Document Information ]
Cancel | Change Due Date |
[Evaluations | Reqmsmon ADSM- Solicitation #: AD040061 ContractTBD
S5ONUQB #:
—_— Amendment No Amend. #: 0
AETLTTC ] S— Created By: Pete Mahnke/Arizona State  Date 08/22/2003
(search | Procurement Office Created:
Requestor: Pete Mahnke/Arizona State  Gov't Arizona State
%{, Procurement Office Entity: Procurement Office
: Process Solicitation: Published Status: Published
Status:
Date 08/25/2003 Close Date: 09/02/2003Type: RFP
Published:
Help
hanaa Ba aord PO Assianed: Pete Mahnke/Arizona State Procurement Office - |
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Notice that there is no edit icon, as this is a published solicitation editing is not possible
unless in an amendment draft.

Once you have entered the solicitation you must scroll to the bottom of the screen to the
Related Documents\Information.

Most if not all processes you will address from the publication moment on will be addressed
from this area.

Related Documents\information (For Internal Use Only)

. Amendment(s) Create View
Jabulatien e View
Eopea - == - == s P
.Evaluations) e e
. Proposal Evaluation Repots = ceeeeeeee e
. Solicitation Evaluation Repot = —meeeeem e
Tabplation e el |
Ceptract . ] e | e

O~ Hm AWM=

Take a moment to examine 1 through 8.

1. Amendments is used to Create and View amendments created.

2. Tabulation allows the PO to view a list of submitted proposals prior to Close.

3. Proposals will be used after the close. You will be able to access the list of proposals to
the solicitation. There will be links so that you can then access each individually once you
click on View.

4. Evaluations will be used to view the evaluators evaluations for each proposal.

5. Proposal Evaluation Reports, or PER is a step up from the evaluations and are
documents/reports that you the PO generates based upon the evaluators completed
evaluations.

6. Solicitation Evaluation Report is a step up from the PER, combining all suppliers scores.
Much like a tabulation it is here that you will select those suppliers to appear in the

Tabulation.

7. Tabulation lists suppliers based upon your selections in the Solicitation Evaluation Report.
You will select each award on the screen.

8. Contract is used to create and view contracts created.

All relevant information after close will be covered in greater detail later in the process.
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Related Documents\information (For Internal Use Only)

. Amendment(s) Create View
Jabulatien e View
Eopea - == - == s P
.Evaluations) e e
. Proposal Evaluation Repots = ceeeeeeee e
. Solicitation Evaluation Repot = —meeeeem e
Tabplation e el |
Ceptract . ] e | e

1
2
3
4
5
6
7
8

=181 x]
File Edit “iew Faworites Tools Help |
GBack - = - @ ¢} | @search [Favorites @Media (F | By & =1
Address |g‘] https:)/spirittest. az.gov/applications/ SPIRIT/SR  nsf = @co |Links >
f ] =
ML - -
Ber e 1o Solicitation Creation
ete Mahnke e
"Requistions Soficitation #AD040061-A1
= Draft
e = Required Field
Proposd Document Information 2
aluations Requisition ADSM- Solicitation #: AD040061-ContractTBD
#: 5QNUQB Ad #:
Amendment:Yes Amend. #: 1
Created By: Pete Mahnke/Arizona State  Date 08/25/2003
d Procurement Office Created:
ﬁ Requestor: Pete MahnkefArizona State  Gov't Arizona State
AT DY Procurement Office Entity: Procurement Office
o Process Solicitation (Amendment): Status: Draft
Status: Draft
Date Close Date: 09/01/2003Type: RFP
Published:
m Solicitation Information
hanie D sl PO Assianed: Pete Mahnke/Arizona State Procurement Office |
[&] Published [ [ [ [ nternet
i#start |J ] & 5 H ElMovel-delivered Applicati... || £7AD0A: SPIRIT - Autom... [B@eEE ANB EEES T 2016w

The draft Amendment will be created and load into the screen after a “processing please wait”
screen. The process may take a few moments as the system is duplicating the solicitation so

that you can make any changes

Page 105 of 244



Created on 6/28/2004 8:32 AM Topic: Post Publication Processes

a ADODA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer
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Lm @ Solicitation |So|lc|tat\on Creation
[Search Title:
Conference State Procurement Conference 09/01/2003 10:00
@WQ) Location: Office Date: AM
@ Procurement Officer Conflict of Interest ™ Acknowledge
(iew):
@ Description:
Solicitation creation =
|
B - |
[& Pubiehed [ & [@ mtemnet
il start |J o & 4 ‘ Eiovel-delivered fppicati... |[£7]a00A: SPIRIT - Autom... (S0 ONRHEEFS T 1zum

As mentioned previously, you must select the new Close Date for the amendment as dates

were pulled from the original document and the PP.
You must re-acknowledge the Conflict of Interest statement.

Type in your amendment language in the Amendment Information window.
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Questionnaire and Price Sheet Changes

@ Has the Price Sheet Been  Yes & No
Changed?

@ Has the Questionnaire “Yes « No
Been Changed?

These two statements above represent a step you will always need to address when creating
a solicitation amendment. Spirit is asking you these questions in order to simplify the
proposal response for the supplier. When Spirit duplicates the information from the original
document for the amendment, it not only duplicates our internal solicitation. It also duplicates
the suppliers proposal if they have already begun drafting one.

If you select yes for either the Price Sheet or Questionnaire, Spirit will not duplicate the
suppliers work done to date in either of these sections of their proposal. If nothing has
changed in either, Spirit will reproduce those pieces for them.

The reality of the application is that it cannot know exactly where a supplier has drafted
information, in for instance the Price Sheet and then match it to any changes you have made.
There are too many combinations of options or changes that you may make. If you do
change the Price Sheet or Questionnaire in an amendment, Spirit will duplicate the suppliers
work done to date with the exception of anything they have entered in the sections in
question. If, however you do not change anything in either section, Spirit will then duplicate
any work the suppliers have begun in both, because it can map one with the other.

We will be adding a line item to the Price Sheet in this amendment, so the radio button for the
Price Sheet will be selected to indicate Yes.

Every piece of the solicitation has been duplicated. If you opened the Questionnaire you
would see your questions. You could edit, delete or you could add more if needed.

If you recall, when setting up the price sheet and questionnaire originally as complete, you
had the options to save as a draft or as complete. In the amendment, both documents are
editable, but only have a status of complete. This is as it is, so that when and if you do
publish an amendment it is not necessary to even go into those documents if you don’t need
to.
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[Home " LaRa0— Sections
‘You are logged in as: q q

Pete Mahnke Special Instructions
W Special Terms and Conditions

Uniform Instructions
Uniform Terms and Conditions

Evaluation Criteria | I Price Sheet Scope/Specification | Questionnaire |

Price Sheet
Information

oliciiatlions

| Evaluations
@ Tabulation « By Line ltems « By Group « By Whole Set

" Grouping:
NELE L S— @ Instructions:
| Search | Please price H

L7, N =

Add Remove l— Search |
View Suppliers
Comments:
T ; :
& l:ubhs.he.d- = = lilli!—éi|‘ Internet
iﬁStBrt”J s - ] |J [EEnuovsli-delivered applicati... I &7ADDA: SPIRIT - Autom... (L@@ ANAHAEEEIS T 1zuzm
, . Price Sheet
To make the changes to the price sheet, Click on the button

The process is exactly the same as creating a line item from scratch during the solicitation
drafting stage.

Just click on the ADD Line Item button to begin. Or edit what is already there.

As before, the commodity code search results are down to the item level. Click on the link of
the one you want to use to load it into the line item. Select the Price Type, Quantity, Unit of
Measure and Group (if appropriate).

Check the appropriate details to Include, i.e. manufacturer, model, etc..If you are done,

change the Save as: status to Complete and click on the Ml button

If necessary, once back at the Price Sheet you may change the order of the line items by
using the Up and Down arrows on the right side of the window.

Type any comments necessary to the customer in the Solicitation Review Comments window.
These would be notes to yourself, as you are likely the customer as well.

As with the solicitation, the amendment must go through the approval process. If satisfied
with the work, scroll to the bottom of the screen, change the Save as: to Submit to Customer
for Approval and click on the Submit button. If, as expected, you are playing both roles; once

you submit to the customer, simply return to the solicitation, click on the edit icon, " scroll to
the bottom and select Submit to PO for Approval and click on the submit button.

Page 108 of 244



Created on 6/28/2004 8:32 AM Topic: Post Publication Processes

Solicitation Amendment Approval

This next step in the process begins at the point after which, the customer (you?) has
approved the amendment and submitted it back to you. If this will be a statewide contract
remember that you are the customer since you had to create the requisition to begin the
process. Prior to your publishing, you will still need to submit to the customer. However,
since you know what you’ve done, you only need to go in and submit it back to yourself as the
PO.

Access the amendment at the Solicitation by Solicitation Number screen or use the link in the
notification e-mail that SPIRIT will send out.

By Solicitation Number

ed an 0 003 at 12:11:34 P,
Sol Num PO Type Status Title Posted Date Close Date
Fete
MahnkelArizona . N
—i?moom- State RFP Ee”féﬂglpo gfg;'ntgﬂon 09/02/2003
— Frocurement PP
Cffice
Fete
tahnkelArizona N
ADO40061  State RFP  Published gfg;'ntgﬂon 02/25/2003  09/02/2003
Frocurement
Cffice

Note the two documents that now exist in the My Solicitations section. The original
solicitation, AD040061 shows a status of Published. The Amendment, AD040061-A1 has a
status of Pending PO Approval.

Once the amendment is published, the status of the original solicitation will reflect that it is
Closed (Amendment Issued) and the amendment will reflect that it is Published.

The amendment, which includes the original solicitation and its amended portions, will then be
the main document.
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= Note that the
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=] Pan |Links »

document is in view mode. You will heed to
click on the editicen to update, approve or
publish the document.

[ Home = LARa— -
- Solicitation Creation
ete Mahnke =
"Requisitions | Solicitation #AD0400671-A1
: Pending PO Approval
| Solicitations | 03 at 12:11:40 FM
Froposa Requisition ADSM- Solicitation #: AD040061-Contract TBED
alliations #. SQNUQB Al #:
Amendment:Yes Amend. # 1
Created By: Pete Mahnke/Arizona State  Date 08/25/2003
Procurement Office Created:
[=earch Requestor: Pete Mahnke/Arizona State Gov't Arizona State
Procurement Office Entity: Procurement Office
@wy{’ Process Solicitation: Pending PO Status: Pending PO
Status: Approval Approval
Date Close Date: 09/02/2003Type: RFP
Published:
Solicitation Information

Help PO Assigned: Pete Mahnke/Arizona State Procurement Office
hanna Ba aord PM Assianed: Rex MartinfArizona State PA Katherine |
4] Pending Customer Approval ’7’7!—@7|Q Internet
EQStBrEIH e - B |J [EEtuovsll-deliversd applicati... I #&7ADDA: SPIRIT - Autom... (@D ONAHEEFS T 1zrm

Note that the Edit Icon ’ is present. The document is in view mode. You will need to click

on the edit icon " to update, approve or publish the document.

For the sake of the manual, we will assume the customer made no changes and that all was
in agreement.

Click on the Edit Icon "

Once in edit mode scroll to the bottom of the window.
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T THome T Logout | waLinncins 2
You are logged in as: Add Add From Reg Remove
Pete Mahnke
i i ScopeSpec.doc
| Reguisitions

Req Attachment 1.doc

Solicitation Review Comments

I've added the Line Item you reguested. -

OK, thank you. Looks good to me. e
[Eontracts Approvals
e P
B Customer Pete Mahnke/Arizona State 08/25/2003
[Search | Procurement Office 121027 P
e Save as: © Update « Submit to Customer for Approval & Publish
Grcwes

These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

Help
& Pending Customér Appr‘oval ’7 ’7 E | Internet
iﬁStBrt”J e - B |J [ novel-delivered Applicati... I #&7ADDA: SPIRIT - Autom... (@i ON2AHAEEESC. 1zusm

Your comments to the customer and theirs in return to you are in the Solicitation Review
Comments window. Note that they will not be viewable by the supplier.

To publish the amendment, change the status to Publish and click on the Ml button

My Solicitations
By Solicitation Number

SolNum PO Type Status Title Posted Date Close Date
Pete
MahnkelArizona o
w State RFP  Published gf{!;gg;‘on 08/25/2003  09/02/2003
= Frocurement
Office
Pete
MahnkelArizona Closed Solicitation
ADD4D0ET  State RFP {Amendment Creation Q8/25/2003  09/02/2003
Frocurement lssued)
Office

The original solicitation status has changed, as well as that of the amended document, which
is now the active document.
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3 ADODA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

i x]
[ = |

EBack - = - @D A1 | Doearch GFavories imedn 08| By S =1 H

Address [ ] https: /fspirittest a2.goviApplications/SPIRIT/SR. nsf

=] oo [Lnks >

Prior to the close of a solicitation we often check the bid tab to see
solicitation to get a feel for the interest and what work may be ahead. In the Related Documentsiinformation
section at the bottom of a published selicitation is a Tabulation. Clicking en the Yiew link will reveal basic
infermation regarding proposals

y suppliers have respended to a

[ Home T Topait |
You are logged in as: Related Documentsiunformation (For Internais
| Pelieiilinle 1. Amendment(s) Create === View
e O . -
| Requisitions | B R S o e Ve
| Saolicitations | 3. Proposals
4. Evaluation(s)
5. Proposal Evaluation Reports
Proposa 6. Solicitation Evaluation Report
valuatior 7. Tabulation
- 8. Contract
| Contracts
RCILLTE T ——— Solicitation Review Comments
ﬁ =§= Approvals
Wﬁ{j PO Pete Mahnke/Arizona State 08/25/2003
Procurement Office 115157 AM
Customer. Pete Wahnke/Arizona State 08/25/2003
Procurement Office T1:50:34 A
These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or questions to the Site Administrator
m {c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office B
[&] Retps:ifspiittest a2 gov/Applications/SPIRIT/PRO nsf [Prac?OpenLoginetion—Tabsol 1 ?OpeneDochium—ADSM-SQNURREL ogin [ 5 [ mternet

gﬂstart”] o @ 4 |J B novell-delivered Applicati... I £]ADOA: SPIRIT - Autom...

|5®ﬂma N S . z0arm

Prior to the close of a solicitation we often check the bid tab to see if any suppliers have
responded to a solicitation to get a feel for the interest and what work may be ahead. In the
Related Documents\Information section at the bottom of a published solicitation you will click
on 2. Tabulation. Clicking on the View link will reveal basic information regarding proposals
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Automated eProcurement System
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Pete Mahnke
Requisiions |
Proposals
AD0400861 - Solicitation Creation
= 1 Supplier Proposal # Date
SRAHRL : Submitted
| Evaluations | Joe Azspo Test ADSM- Draft
Contracts | PURGAC
[ Other These pages are maintained by the Arizona State Procurement Office.
[Search | Please send comments, suggestions, or questions to the Site Administrator
() 2003 State of Arizona Department of Administration, Arizona State Procurement Office
Help
[& Published ‘ [ & [@ mtemet
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At the SPIRIT: Tabulation you can see that one supplier has begun a Draft of their proposal to
the solicitation. Once the supplier is done with their proposal the status will be the date the
supplier submitted as Complete.

To return to the solicitation click on your browser back button
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Solicitation Evaluation

Background This topic includes the following:
Information e Evaluation Form generation

e Proposal View Orientation

Beginning the Evaluation Process

items To Complete (For Internal Use Only)

1. Evaluation(s) {Printable Eval Create View Pending

COl

2. Clarification Request Not Yet
Required

3. Proposal Evaluation Report Pending

4. Supplier References Pending

Questionnaire

5. Supplier Meeting Request(s) N/A

6. Negotiations Not Yet
Required

7. BAFO Request Not Yet
Required

To begin an evaluation the evaluator enters the proposal(s) to be evaluated and scrolls to the
“ltems To Compete” section at the bottom of the screen

The evaluator will be unable to begin an evaluation until he or she has created and accepted
the “Conflict of Interest” statement.

1. Evaluation(s) (Printable Eval COI) — the evaluator must click on the “Create” link
(highlighted in the image above), the statement will open in a separate window. At that point
the evaluator has the option of “accepting” or “rejecting” the statement. If rejected, he or she
can go no further. If accepted, the system generates the evaluation form for that proposal.
This action must be repeated for each proposal to a solicitation.

To get to the evaluation form after saving it as a “Draft” the evaluator must click on the “View”
link located in the “Items To Complete” section next to where the “Create” link was for the
form.
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Evaluation Criteria Ke

Evaluation Criteria | Proposal Pl
Foints
1. Conformance to Terms & Conditions and to Scope of Work A00
2. Methodology 300
23, kKey Personnel/Qualifications 200
4 Cost 100
Evaluator Status Total C1 C2 C3 C4
eval uator/az. goy Draft 0 o o 0o 0

The evaluator then clicks on his name link to open the evaluation form.
The evaluator also has links to view the “Evaluation Criteria” and “Proposal” available on this
screen as well

The evaluator must click on the “edit” icon E if s/he has generated the form and save it as
“Draft.”

Schedule

Evaluation Due 07/01/2004
Date:

Evaluation 07/01/2004
Meeting:

Clarifications: 07/01/2004

Clarifications 07/01/2004
Due Date:

Instructions Proposal | Clarification Questions

All important dates from the PP are included within each evaluation that an evaluator creates
for a solicitation. These dates are listed under the "Evaluation Schedule." The dates listed
are not tracked by the Spirit System, however, if any dates are not met, the PO can list these
issues in the PP, which is still available for notes in the "Comments" window.

The "Clarification Questions" link is utilized by the Evaluator for the creation of questions that
may arise during the evaluation, that require a response from the "Offeror." The "Evaluator"
clicks on the link to create the form, so that the questions can be recorded. Once complete,

they are forwarded to the PO, so that a "Clarification Questionnaire" can be created and
submitted to the "Offeror" if necessary.

The Evaluator can click on the "Proposal” link to view the "Proposal" from the "Evaluation

Form." We will assume the “Proposal” link was clicked on, so that we can cover some
proposal view orientation.

Page 115 of 244



Created on 9/18/2003 1:29 PM Procurement Officers & SPIRIT 1.5

Proposal View Orientation

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _&| x|

File Edt View Favorites Tools  Help |
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address [&] https: fispirittest.az goviApplications/SPIRIT/SR. nsf =] @a |L\nks ”|
=SPIRIT; .
A ) ! ivizonin Dordmen o At b
Automated eProcurement System
[Home ——TBgo0t " roposa =
You are logged in as
eval uator
Proposal Infarmation |
'Evaluations | Proposal #: ADSM-5QRQAC  Status: Complete
Is BAFO? No BAFO #: 0
Created By: Joe Azspofloe Supplier Joe Azspo Test
Azspo Test Name:
‘Contracts | Date Created: 08/25/2003 Date Due: 09/02/2003 03:00 PM
Modified By: Joe Azspolloe Date 08/25/2003 12:19 PM
BEL 1] | — Azspo Test Modified:
% s Total Price: $ 99,950.00 Date 08/25/2003 12:19 PM
AT 12y Submitted:
General Information
Title Solicitation Creation
Solicitation AD040061-A1 Solicitation RFP
Number: Type:
Procurement Pete Mahnke/Arizona State Procurement Office
P oo 5
[&] pone Eaesrrmme
#start |J M & 5 “ Bl Movell-delivered Applicati... ”m [ Z @I AN EEGS G asm

Take a moment to note the data available in the "Proposal Information" section.

Proposal # = indicates the "proposal number" generated by the system when the "supplier"
initiated their "Proposal." It's "Status" of Complete is recorded to the right.

Is BAFO? = indicates whether or not this is a "BAFQ" proposal and BAFO # indicates what
BAFO round it is.

Created By: and Supplier Name: = indicates the supplier and links back to their contact
information.

Date Created: = is the date the supplier initiated their "proposal."
Date Due: = refers to the solicitation.

Modified By: and Date Modified: = indicate who at Joe Azspo Test initiated the "proposal”
and who and when the last person from their company made any changes prior to submitting
the proposal as complete.

Total Price: and Date Submitted: = indicates the total price offered and the date that the
proposal was submitted as complete.
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Filz Edt View Favorites Tools Help |

aback - = - @ 7t | @search GalFavorites Evedia 8 | Bh- Sb =

address I@Jhttps:,l’,isplrlttest.az‘gUVp’ADphcat\UnsiSPIRIUSR‘rvsF ~| @an |Lmks >

» =
L g ate Due: 30300 PM H
fou are \?ggted ) &t Modified By: Joe Azspolloe Date 08/25/2003 12:19 PM
o |aos : Azspo Test Modified:
Eblleiellnio Total Price: $99,950.00 Date 08/25/2003 12:19 PM
Submitted:
| Evaluations |

Solicitation

General Information

Title Solicitation Creation

Solicitation ADD40061-A1 Solicitation RFP
Number: Type:

Procurement Pete Mahnke/fArizona State Procurement Office
Officer:

Conference State Procurement Office Conference 09/01/2003
Location: Date: 10:00 AM
Description

Solicitation creation

Amendment Information

This amendment is issued in order to a one addtional Line Item to the
Price Sheet. All other Terms and Conditions remain unchanged.

Help Clauses
..... R sord Sneacial Instructinns &
|&] pone [ | |5 & ntemet
i#lstart |J M & G H [ Movell-dsliversd Applicati... I &7ADDA: SPIRIT - Autom... eI § BN EEEIST. ssem

Take a moment to note the information available in the "General Information" section. All the
information located here is in reference to the solicitation.

Note: Solicitation Number is a link back to the solicitation itself for reference. This allows the

evaluator to view the solicitation and its attachments and to follow any links available in that
document i.e. requisition, PP etc..
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43 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer = |
Filz Edt View Favorites Tools Help |
aback - = - @ 7t | @search GalFavorites Evedia 8 | Bh- Sb =
Address |g‘| https:ispirittest. a2z gov/spplications/SPIRIT/SR. nsf j 6o |Lmks =
s D&
(==
You are logged in as Officer: .
eval Uatar Conference State Procurement Office  Conference 09/01/2003
[Solicitations | Location: Date: 10:00 AM
Deseription |1
Solicitation creation
[Evaitalions | Amendment Information
This amendment is issued in order to a one addtional Line ltem to the
Price Shest. All other Terms and Conditions remain unchanged.
Clauses
Loeyyme Special Instructions
| Search | Special Terms and Conditions
Uniform Instructions
e 127 ) Uniform Terms and Conditions
Initially Required Items
Item Status
1. Offer View Complete
2. Price Sheet View Complete
3. Questionnaire View Complete
. . 4. Insurance View N/A =l
[&] DOI"!E ; [ | |5 & ntemet
hstart||| () @ ) || Enovel-deivered appicati... |[E]apoA: sPIRIT - Autom... eI ENHMEEGST  ssom

The Special Instructions to Offerors, Special Terms and Conditions, Uniform Instructions and
Uniform Terms and Conditions are readily available for reference through their links.
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To Do List

To Do List

Initially Required Items

ltem Status
1. Gffer ] View Complete
2.PriceSheet = e View Complete
3. Questionnaire @ 0000 —eemeeeee- View Complete
4. lnsurance 000 memeemeee- View MNFA
5BdBend.. | —— View N/A
6. Performance Bond @ - View MNFA
Potentially Required In the Future
1. Clarification Response Not Yet
Required
2. Negotiations Not Yet
Required
3. BAFO Not Yet
Required

To Do List

1. Offer = (203) clicking on "View" allows the evaluator to view that document.
2. Price Sheet = clicking on "View" allows the evaluator to view the pricing offered.

3. Questionnaire = clicking on "View" allows the evaluator to view the suppliers answers to
questions posed in the solicitation.

4. Insurance, 5. Bid Bond and 6. Performance Bond are not necessary to the evaluation.
Clicking on the "View" links for these opens the documents as they appear in the original
solicitation. These documents will be submitted a hard copies to the State Procurement
Office, to then be scanned and attached the appropriate suppliers proposal.

Potentially Required In the Future

1. Clarification Response: the Clarification Response is based upon questions the
Evaluators may have regarding a specific proposal. The Evaluators type any questions they
may have in their Clarification Questions window and save their evaluation as "pending
clarifications. The PO, if necessary generates a "Clarification Questionnaire" using the
evaluators questions and submits them to the specific supplier(s). Once the supplier
completes the questionnaire, the status of the Clarification Response will be "Complete" and
the evaluator(s) will be able to view them and continue with their evaluation.

2. Negotiations: if necessary this form will be created by the PO with the assistance of the
evaluators. It will then be submitted to the supplier(s).

3. BAFO: if necessary this form will be created by the PO with the assistance of the
evaluators based upon their evaluations and the "Proposal Evaluation Report (PER).
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Iitems To Complete (For Internal Use Only)

1. Evaluation(s) (Printable Eval  -----—-- View Pending

col

2. Clarification Request Mot Yet
Required

3. Proposal Evaluation Report Pending

4. Supplier References Pending

Questionnaire

5. Supplier Meeting Request(s) N/A

6. Negotiations Not Yet
Required

7. BAFO Request Not Yet
Required

Items To Complete (For Internal Use Only)

1. Evaluation(s): Initially this only has a "Create" link for evaluators. When the evaluator
clicks on "Create" the "Evaluator Conflict of Interest" statement opens allowing for the
evaluator to accept its language. The evaluation can then begin on that particular proposal.
Once begun the "Create" link is no longer available and the "View" link is used for access for
the evaluator for their evaluation. The evaluator can also access their evaluation through the
"Evaluations" tab on the main menu.

2. Clarification Request: Once the evaluator has submitted clarification questions to the PO
to generate the "Clarifications Questionnaire," the questionnaire is then accessible by the
evaluator by clicking on the "View" link when active. The questionnaire as completed by the
supplier(s) will be viewable in the previous section covered.

3. Proposal Evaluation Report (PER): When the evaluator(s) have completed their
evaluation(s), the PO will create this report. The PER combines the evaluations of all
evaluators into one report. The evaluator(s) must then click on the "View" link that will be
present here to view and "approve" the report. Evaluation/award cannot continue without the
evaluator(s) approval of this report.

4. Supplier References Questionnaire: this form allows the PO to create a questionnaire
that can then be e-mailed of faxed from the Spirit system to the references the supplier(s)
submitted.

5. Supplier Meeting Request(s): this form generated by the PO sends an e-mail from the
Spirit system to the appropriate supplier(s) regarding any necessary meetings during the
evaluation.

6. Negotiations: this form generated by the PO will be created with the assistance of the
evaluator(s). The form will be viewable from this area once completed.

7. BAFO Request: much like the amendment, the Spirit system generates a duplicate of the
solicitation including the supplier(s) proposal. The BAFO includes a BAFO questionnaire with
the duplicate so that the supplier(s) knows what specifically to address. It also allows the
supplier(s) to make any changes they feel is necessary in an attempt to address the BAFO.
The BAFO will be viewable by clicking on the "View" link that will appear here. The
supplier(s) response is viewable by the evaluator from the section described previously.
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Payment Terms
Contract Payment net 30 Contract 10 A.R.O. Days
Terms: Delivery:

Confidential Information 7
Attachments | 7

Stammer |l.doc

Payment Terms as offered by the supplier are viewable, as well as the Confidential
Information.

If the supplier(s) submit anything that they feel is confidential, they will have to cut it from its
original document and paste it in this window that will be available to them. The supplier(s)
will have to reference where exactly the confidential material comes from. This information is
viewable to the evaluator(s), the PO, PM, and PA as well as the supplier(s) that submitted it.

Clicking on the "suppliers" attachments to their proposal will open them. There is no limit to
the number of attachments a supplier may submit with their proposal.

Close any attachment(s) by clicking on the windows B3
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Viewing Offer & Acceptance, Price Sheet and Questionnaire

a ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

_|5| 5‘
Fle Edit View Favarkes Tools Help ﬁ
Back - = - @ 3 | @search [EIFavories (vedia (8 | By S =1

fiddress [&] https: ispirittest. az. gov/Applications/SPIRIT/SR. sk

=SPIRII;

Automated eProcurement System

=] @eo |Links >

Ymod s \ogge.él!|lnla5 Special Terms and Conditions El
il VT Uniform Instructions
[Solicitations | Uniform Terms and Conditions
i
To Do List
dosgiomens | Initially Required Items
Item Status
1. Offer View Complete
2. Price Sheet View Complete
contracts | 3. Questionnaire View Complete
[Searcn | 4. Insurance View N/A
5. Bid Bond View NZA,
R 121 6. Performance Bond = oo View N/A
o Potentially Required In the Future
1. Clarification Response =~ - e Not Yet
Required
2. Negotiations = —e—— Not Yet
Required
FBRAFO ] | e Mot Yet
Required
Help Other =l
@& [ ]S
i start “ M & H B Hovell-dslivered Applicati... ”m ‘5@”@@8 AN EEEGT. ssomm

If you are viewing a proposal in Spirit scroll back up the proposal to view the Offer, Price
Sheet and Questionnaire in the “To Do List.”
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1. Offer

SPIRIT: Offer - Microsoft Internet Explorer o o] x] == x|
Fis Edt view [ IEEN S ITCE S E T et s s oy s e 5
EBack - = - @D [0 @& | @ses lax Inf?l!’mation (Sales) e » ﬁ
= — rizona Transaction (Sales = T
BRI eosiirtios. = goviionlc Privilege Tax License No. e [
Federal Employer Identification 563794213
No.
Location Information E&
Company Joe Azspo Test
Name [
H : Address: 1211 W Monkey St =
You are logged in as Cl Suite 100
sval lster St St Phraxas, AZ B5555-1236
SI| glarification Infarmation
d Ul Name: Joe Azspo
valuatio Y Phone: 5555555555 Fax: 5555556555
Electronic Signature =l
Initially Required Items
i ltem Status
T CHSES M- Tioffer i ——— View Complete
[£5C il T I s—] 2. Price Sheet =000 e View Complete
3. Questionnaire =00 e View Complete
ﬁm‘jﬂ(g 4. lnsurance = e View MNIA
8.BdBond === 00l o =smeee— View N/A
6. Performance Bond = —eeeeeeee- View N/A
Potentially Required In the Future
1. Clarification Response ™~ ————— v Not Yet
Required
2. Negotiations = - e Mot Yet
Required
s - 3.BAFO e e Not Yet &l
€] http:jfwumy. ados  state. az.usj [ [ [& [ mtermet
i#fstart |J ] & 5 “ vl delivered Applcati... | E14004: SPIRIT - Automat... |[£SPIRIT: Offer - Micros.. E eI ENHEERS . aseem

Click on "View" to open the Offer and Acceptance form. This form contains all the information
that is on the present form we use (203). It also will contain the individual that should be
contacted for issues pertaining to the proposal and their contact information.

Click on the "Close" button at the bottom of the form to exit the Offer and Acceptance.
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2. Price Sheet

will open. You may screll to the right to see more detail, however, clicking on the "Line Item"
humber link will open that particular line item to allow the viewing of it and its details.

<= Bad
Address,
tems
pe: rouping:
Cm Code
# Commodity Code Description = o Unit 1
e Cm Code Commodity Code Item Description MERME G EEE) ) % Price P
Item # E
—Tiome ——=TF} Motor Scooters and Trucksters, 5l
= | dq Cl 0070-0020 Electric Powered {Including Golf
et bl e ! Carts and Al Terrain Vehicles) Fleebel P $7.80000 §
Soflcitatons S| gos T ANTemain
FTopOo Q
Ut Motor Scooters and Trucksters,
valuatio == 0070-0020  Electric Powered {Including Golf
. 2 Carts and All Terrain Vehicles) Fleebell FF 10 $921500 $5—
T 0070-0020- |,
otor Scooters
In 0001
e Ite Total: $ 99,950.1
| Lontracts | 1. -
[Search —— 2.4 | 2l
3. Questionnaire =00 - View Complete
p AT 120 )Y 4. Insurance e View NfA
5. Bid Bond View N/A
6. Performance Bond @ ————- View MNAA
Potentially Required In the Future
1. Clarification Response = - e Not Yet
Required
2. Negotiations = @—eeeeem e Not Yet
Required
Sl e— — Not Yet o
[&] javascriptiviewPS{ ADSM SQRQAC, 'Pra’, Mo’y [T & [@ neemet
hstart ||| ) @ (5 || ENovel-delivered Applicat... | &1ADOA: SPIRIT - Automat. . |[&7SPIRIT: Price Sheet - L@mdil MNYMEEEISE  sseem

The "Price Sheet" will open. Clicking on the “Line Item” number link (circled above), will open
that particular line item to allow the viewing of it and its details.

Page 124 of 244



Created on 9/18/2003 1:29 PM

Procurement Officers & SPIRIT 1.5

o ] 3 =" |
Proposal Line ltem - |
By Line ltems Lo
Proposal # ADS-5QRQAC
Line Item # 1
bricing Qty % F‘;:_::'i F!
Line Item # 1
00700020 Mlotor Scooters and Trucksters, Electric Powered
[ TiGHE T {Including Golf Carts and All Terrain Wehicles) i
‘You are logged in as Cl 0070-0020- All Terrain i =
eval uator St 0002 FF 1 $ 780000 %
FSolicitations | 5t Grp FEricing Oty LIOm %  UnitPrice  ExtPrice
[ Ul | — FF il Each  h/A $7,80000 $ 780000
= Ur Other
Sl Manufacturer:Fleebell FP 10 $921500 §oc—
Model: Ringding Dong Il
In
Total: $ 99,950.1
st it 5 99,
e uf?
f=earch | 2,_,»1,3 These pages are maintained by the Arizona State Procurement | ““.‘“"“““““““““““““““““““““““““i d
Office
e 3.Qi Please send comments, suggestions, or gquestions to the Site ]pIEte
g R 4. In: Administrator /A
5. Bil __fr1 2003 Stata of Arizana Danartmant of Adminictratinn Arizana A
6. Performance Bond = ——- View MNAA
Potentially Required In the Future
1. Clarification Response - oo Not Yet
Required
2. Negotiations = @——e— e MNot Yet
Required
HOTET e e e Not Yet B
|‘.g] ]av‘ascript:wewPS(‘ADSM—SQRQAC‘, 'Pro’, Mo’} ’7 ’7 ﬂg’ | Internet
i start |J ] & |\ B novel-delivered Ap..‘l &9aD0A: SPIRIT-AU...' 4 JSPIRIT: Price Sheet..“@spmm Proposal .. | SEeadiIl § BB N MEEESE a0

Click on the “Line Item” number link to view the details of the proposal to the solicitation price

sheet.

In this Line Item, the PO requested the Unit Price, Manufacturer and Model.

. Close . ,
Click on the AI button or the windows X to return to the proposal price sheet
Once closed, we click on the second line item number link
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Eback - = - @ [3] 4| Qoea

BT
You are logged
eval uator

Address [&] heeps:iyspinittest. az govispplic

E o ] 3 Ah
; Proposal Line item . E
E Proposal # ADSIM-SQRQAC P m
Line ltem # 2
d on 0 L at 03
— Unit 1
Pricing Qty % i
iiia
00700020 Mlotor Scooters and Trucksters, Electric Powered
{Including Golf Carts and All Terrain Wehicles) 4]
Cl| | 0070-0020- Motor Scooters ]
S 0001 FP 1 $7.800.00 %
5t Grp FEricing Oty LIOm %  UnitPrice  ExtPrice
U] | —- FF 10 Each MNA $921500 $9215000 E
Ui| | Other
Manufacturer:Fleebell FP 10 $9215.00 §c—
Model: Ringding Dong Mach |
In Catalog #: SPOJOE Road/Dit\Water vol. 36 i
Ite Catalog hitp /MAWW.SPOJOETOYS.COM Total: $ 99,950.1
4 LRL: _';1
2. 14| Catalog Fall '03 e >
3. qu| Date: plete
4. |n| Part#: N/A 1A
5. Bi | 7Y
6. Performance Bond @ = @—cemeeeee- View /A
Potentially Required In the Future
1. Clarification Response - oo Not Yet
Required
2. Negotiations = @——e— e MNot Yet
Required
3.BAFO e Mot Yet =

|‘.g] javascriptiviewPs( ADSM-SQRQAC, 'Pro’, ‘No')

i start |J ] & |\ B novel-delivered Ap..‘l &9aD0A: SPIRIT-AU...' 4 JSPIRIT: Price Sheet..“@spmm Proposal .. |SEesdi§ BN MEEESE a0

5 | |3 @ mnkemet

The PO requested manufacturer and model.

Catalog # and Catalog URL,; if you recall that during the solicitation drafting, the Catalog URL
will allow users of the contract to follow the link within a given supplier(s) contract to the
products on contract at the suppliers website.

Catalog Date and Part # were also requested.
Close this line item as you did the previous. Once back at the “Proposal Price Sheet” click on

the close button.
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3. Questionnaire

Answers to questions posed to the supplier(s) in the ernet Explore : EiEee =2 x|
rl-| solicitation will be viewable here. -] ﬁ
Questionnaire
| e |Lmks =
Instructions h
Answer
Questions a
[ Hofie T opout -
You are logged in as Cl 1. How do you"'? —
aval Lator &y| [Under normal conditions we...
[Solicitations | 5| [2. Completely identify all exceptions that have been taken to the
E Ut specifications.
alele =g
Ur| [None taken.
valuatio =
These pages are maintained by the Arizona State Frocurement Office
Please send comments, suggestions, or questions to the Site Administrator
In (c) 2003 State of Arizona Department of Administration, Arizona State Procurement
2 Ite Cffice L
[Contracts | 1
[Search—— 2 Ceel =
3. Questionnaire =00 e View Complete
esigE) 4. lnsurance = e View MNIA
5BdBopd - View A,
6. Performance Bond = —eeeeeeee- View N/A
Potentially Required In the Future
1. Clarification Response ™~ ————— v Not Yet
Required
2. Negotiations = - e Mot Yet
Required
e | ——— —— i
|&] pone [ | |5 % ntemet
i#fstart |J ] & 5 “ Elovel delvered Applcati... | E14004: SPIRIT - Automat... |[£1SPIRIT: Questionnaire ... [ E eI N EEES .  aseem

Click on the “View” link to open the “Questionnaire” response. Answers to questions posed to
the supplier(s) in the solicitation will be viewable here.

Click on the “close” button or windows X to return to the proposal.
NOTE: In some instances, the combination of amount

The detail involved in the evaluation has obviously been simplified for the purposes of
instruction.

After viewing the necessary documents, the evaluator can now return to their evaluation form
to complete the evaluation.

Scroll down to "The Iltems To Complete (For Internal Use Only) section”
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43 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _&] x|
Filz Edt View Favorites Tools Help |

aback - = - @ 7t | @search GalFavorites Evedia 8 | Bh- Sb =

address I@https:,l’,isplrlttest.az‘gUVp’ADphcat\UnsiSPIRIUSR‘rvsF ~| @an |Lmks >

R
e

i 4 » =
=y
vou 5 BidBond . | [ ——— View E
ou are logged in as AL
enval ugtar 6. Performance Bond @ ————- View
Potentially Required In the Future
1. Clarification Response = - e Not Yet
Required
LoD | 2. Negotiations = @—eeeeem e Not Yet
Required
3.BAFO e e Not Yet
Required
Other
(Search 1. Solicitation Tabulation - View N/A
Items To Complete (For Internal Use Only)
e 17 1. Evaluation(s) (Printable Eval --—-—-—- View Pending
" cal
2. Clarification Request =~ —eermeeeee Not Yet
Required
3. Proposal Evaluation Report Pending
4. Supplier References Pending
Questionnaire
5. Supplier Mesting Request(s) - ———— N/A,
Help 6. Negotiations | e e Mot Yet
----- - Tlalda D omrassiva sl LI
|&] pone [ | |5 & ntemet
hstart||| () @ ) || Enovel-deivered appicati... |[E]apoA: sPIRIT - Autom... eI ENHMEERST o

Click on the "View" link to open the evaluation form draft. The evaluator can continue from
where s/he left off.
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a ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

=18 x|
File Edit View Favorites Tools Help ﬁ
dEBack -~ = - @ 7t | @search GalFavorites Evedia 8 | Bh- Sb =
Address [&] hteps: spirittest. az. gov/ipplications/SPIRIT/SR. nsf =] @ao |Lmks »

» ~
[_Home " L5H60
e e Evaluations By Evaluator
olicitations Proposal ADS-
Page loaded on 08, 3 at 034
Froposals
Evaluations | Evaluation Criteria Ke
Evaluation Criteria | Proposal PM_GX
oints
C1. Conformance to Terms & Conditions and to Scope of Work 400
C2 Key PersonnelfQualifications 300
ontracts C3. Methodology 200
C4. Cost 100
[ Search |
= = Evaluator Status Total C1 C2 C3 C4
EEM&.A GeiEies
= eval uator/az gov Draft 10 0 0 O 100
These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or gquestions to the Site Administrator
() 2003 State of Arizona Department of Administration, Arizona State Procurement Office
Help
& htt;:ns:p’p’spir\ttest.az.go\.ﬂIAppIicationsp’SPIRITIPRO‘nsF,l’DocNurn,iADSM—SR‘!TUH?Open&Login [ | |5 & ntemet
i#lstart |J M & G H [ Movell-dsliversd Applicati... I &7ADDA: SPIRIT - Autom... eI AN EEEST.  qowom

Clicking on the "Evaluation Criteria" link will open a view of the evaluation criteria as listed
below in the "Evaluation Criteria Key."

Clicking on the "Proposal” link will return the evaluator to the suppliers proposal (we used this

link to enter the proposal for the review). A link back to the proposal is also available from the
evaluation form.

To access their evaluation form the evaluator must click on their name link.

Note: C4 100 is the score given to the cost as offered by the supplier. This score is

generated by the Spirit system and can be edited by the PO when drafting the Proposal
Evaluation Report (PER).

When an evaluator or any user returns to any draft form they have created, it will be in view

mode only. You must click on the "edit" icon to make any changes.
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Once in "edit" mode, scroll to the bottom of the screen to the evaluation criteria. Within each

criterion is the evaluators comments and points score. The PO has access to fields to allow
for the input of a more merged and coherent language for the PER.

/2 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =] x|

Fie Edit View Favortes Tools Help ﬁ

EBack - = - @ & | @search GaFavorices Ehmedia $F | By S =1 =

Address |§'|https:nspirittest.az.gov,mppIi:atinnsfsmmr,isn.nsf j G0 |Lmle >
—SPIRIT
al
——
Automated eProcurement System
[_Home = Iag00 "' "" Al
You are logged in as Criteria (Points) o Pts  Max
eval ugtor Pts
UREE SIS - 1. Conformance to Terms & Conditions and to Scope 400
Proposals of Work
Evaluations | PR eEs
Strengths [Need Ciarification
WWeaknesses |
- 2. Key Persannel/Qualifications
| Contracts | HEISEHIER
Strengths [Good to Better
[ RE—— WWeaknesses |
' sy - 3. Methodology I 200 |
. Calegaories:
Strengths |
Weaknesses |
Calegories.
Strengths |
WWeaknesses |
M _ Totals? — 1000 i
|&] Done [ [ |2 |4 mmternet
Hlistare||| ] @ (51 || Evovel-deivered appicau... |[£]AD0A: SPIRIT - Autom.. (@O BN EERS . +ooem

The "Evaluator(s)" enter any relevant remarks regarding the suppliers proposal to the
solicitations evaluation criteria. These may be what s/he considers "Strengths" or
"Weaknesses."

This evaluator may be unclear on a number of issues with regard to the suppliers
conformance to the Terms and Conditions and to the Scope of Work. He will make notes to
that affect and not consider what the scoring for this category might be until the issue is
clarified. If an evaluator needs clarification s/he clicks on the "Clarification Questions" link
above and types in any questions. Once the questions are typed in, the evaluator would
submit the evaluation to the PO using the "Pending Clarifications" status. This will allow the
evaluator to return later to evaluate other portions of the proposal as well as return to
complete the evaluation once the supplier has responded to the "Clarification Questionnaire,"
that the PO will draft and submit to them.

In this instance, the evaluator is unclear as to a couple of issues with regard to the suppliers
response to "Criteria 1." He will make comments to that affect with the intention of creating

"clarification questions," so that he can continue the evaluation of that criterion at a later time.

These questions will be entered by clicking on the "Clarification Questions" link.

The evaluator having read the proposal may enter evaluation notes on the other categories,
as they may be edited anytime prior to their submitting the "evaluation form" as complete.
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He will also enter a score. Remember that this document is a draft until submitted to the PO
as complete. The score entered at this point does not need to be the final score he may
enter.

The system will average the scores of all evaluators, which the PO, when creating the
Proposal Evaluation Report (PER) can alter if deemed necessary.

Comments for each of the criteria will have to be entered. For each category, you may have
selected, “Strengths” and “Weaknesses” as this evaluation criteria does. A comment will
have to be entered in at least one for each of the criteria, including cost. The Spirit system
calculates the “Cost” score, however, with cost, as well as the others, the PO can override the
score.
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Clarification Questions

Now that the evaluators point scores and comments have been input, we will scroll back up to
the "Clarification Questions" link and enter any clarification questions.

Click on the Clarification Questions [ink.

If the evaluator is unclear as to the meaning of something in a proposal, the evaluator would
click on the "Clarification Questions" link to type the issues/questions. The PO can then
generate a "Clarification Questionnaire" to submit to the supplier if warranted.

&
[

v Z} SPIRIT: Evaluator Clarification Questions - Microsoft Inter
EBack - = - (@ [ &} | Qsearch
| Address [@] hieps: yspirittest. a2 goviapplicatior -] @ao | Links >
@ = Required Field
Evaluator Proposed Clarification Questions | 7]
add [T~
TR oW CE| 1 = i
You are logged in as: Clari 1
evgl_uato_r Due e
Instn
[Proposals Plea s s (el
valuatio Crite _— ) -
These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizana State Procurement
Office
 Contracts — | g
SRR Strem
| Search VWoak .
B e —
Aee e
Strengths [Good to Better
Weaknesses
Calsgoriss
Strengths [Approach is lacking...
Weaknesses |
Help
|@ javascript: viewClarification{document.Forms[0]. DochumClar. value, document Forms[0]. IsDocBeingEdited value) ’7’7!—@7|Q Internet
iastart”J &8 S |J Eltovsl-delivered Applcati... | &7aD0k: SPIRIT - automat... |[@7sPIRIT: Evaluator Clari... L@l SN EERRE v

If the evaluator has more that one question, s’/he may click on the "ADD" button to create
more fields for additional questions. This functionality works like the Questionnaire in the
solicitation drafting process. Although, this questionnaire cannot be saved as "draft." The
evaluator will have to note questions then type them or paste them in all at once.

The evaluator types the questions in this window. Use the "Up" and "Down" arrow buttons to
rearrange the questions if necessary. As in the image above, only a “Down” arrow is
available. Once other question fields are added, the “Up” arrow will be available as well.

Clicking on the A button adds more question fields. You may use the numeric drop

down menu to add more than one at a time. Leave any blank question fields at the end of the
form so that they do not appear to other people (PO) viewing them.

To repeat. If the evaluator decided not to use an added question field, they would just leave it

blank. Also, if a PO or another evaluator could answer the clarification question(s), the PO
would not need to include all questions submitted by the evaluator(s).
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&l x|

s/he deems necessary.

——

(Once complete the evaluator clicks on the
"Submit" button. The PO will then be able to
access the questions and include those that

~| @ao |Lmks =

I, e oo |
i B il arl |
You are logged in as Clari #
eval Uator Due| 2 [ft'= mot clear 1 |
| Solicitations | e -
FTOPG Plea
ValUalld Crite Submit Cancel I Reset I
These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or gquestions to the Site Administrator

contracts | Catac () 2003 State of Arizona Department of Administration, Arizona State Procurement
Stren: Office

| Search | Weak 4

ek ¢ 2. Key PersonneliQualifications 300

Caiegories.
Strengths [Good o Better
Weaknesses |
- 3. Methodology
Categoriss
Strengths ;Appruach is lacking..
Weaknesses

I
k4. Cost oo B

|@ javascriptiviewClarification{docurment. forms[0]. DochumClar walue, document.Forms[0].I1sDocBeingEdited. value) ’7 ’7 E “ Inkernet
gl start |J ] & “ Euovel-delivered Applcati... | £14004: SPIRIT - Autamat... |[£1SPIRIT: Evaluatar Clari... el N EEESS. aum

. aubmit .
Once complete the evaluator clicks on the _l button. The PO will access the
questions when the evaluator submits their evaluation form as Pending Clarifications.
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-3 ADOA: SPIRIT - Automated eProcurement = = =12l x|
Fle Edt View Favortes Tools Help |
Ehack + = - @ 4t | @search [EFavorites @media (4 | B b =1 =]
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> ~
L T 1 Categorias 2
ou are logged in as Strengths [Good o Better
eval uator
[ Weaknesses |
| Solicitations | . .
FT— - 3. Methodology
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Weaknesses [approachis lacking
4. Cost EETEEE
Categories
| Confracts | Strengths [Mot horrible pricing
[Search —— ] Weaknesses |
Totals: - 1000
Save as: ¢ Draft # Pending Clarifications « Complete
Submit | Reset |
These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
() 2003 State of Arizona Department of Administration, Arizona State Frocurement Office
Help
..... B sard ]
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lstart |J i & H [EHovel-delivered Applicati... I &7ADDA: SPIRIT - Autom... E@eai i N EERS T auem

This evaluator has gone as far with his evaluation as he can at this point. The "status" for the
evaluation for this proposal can be either saved as "Draft" or "Pending Clarifications."

As the evaluator needs clarification(s), he will set it as "Pending Clarifications" so that the PO
will be notified of the existence of "clarification questions." If necessary, the PO will create a
"Clarification Request."

Click on the "Submit" button to complete this stage of the evaluation for this proposal.
Once submitted you will be returned to the proposal.
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Evaluation

Clarification Request

In drafting the Clarification Request the PO can go into each individual evaluation form and
view the questions as posed by the evaluator(s). Or the PO can begin the draft and view the
questions as the request is being drafted.

Clicking on the M button adds more question fields. You may use the numeric drop

down menu to add more than one at a time. Leave any blank question fields at the end of the
form so that they do not appear to other people (PO) viewing them.

To repeat. If the evaluator decided not to use an added question field, they would just leave it
blank. Also, if a PO or another evaluator could answer the clarification question(s), the PO
would not need to include all questions submitted by the evaluator(s).

My Evaluations
By Proposal Number

Proposal Number Supplier Evaluator Status
ADD40061-A1 - Solicitation Creation

Joe AZspo

ADSMSQOROAC Test

eval uatorfaz.gov FPending Clarifications

At the "My Evaluations By Proposal Number" screen, click on the appropriate proposal to the
solicitation being evaluated. In this instance ADSMSURGAC

The previous action opened the "Evaluation Form" that contains the "clarification questions."
Note that the status of the evaluation is in red at the top center of the evaluation form.

Evaluation for Joe Azspo Scooters (AD040167)
Proposal # ADSM-5YULKU
Pending Clarifications

The POs view of the evaluation form of another evaluator will always be in "view" mode to the
PO. Itis during the drafting of the "Proposal Evaluation Report" (PER), that the PO will be
able to make changes to the language used by the evaluator for that report. The language
changes however, will not change that which the evaluator typed in the evaluation form.

Page 135 of 244



Created on 9/18/2003 1:51 PM Topic: Evaluation

43 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _&] x|
Filz Edt View Favorites Tools Help |
dEBack -~ = - @ 7t | @search GalFavorites Evedia 8 | Bh- Sb =
Address |g‘| https:ispirittest. a2z gov/spplications/SPIRIT/SR. nsf j 6o |Lmks =
» J )
TR Ofce =
e o e Date 09/05/2003 Date
= Created: Submitted:
| Requisitions |
Evaluation
Schedule
m Evaluation Due 09/01/2003
Date:
Ewvaluation 09/01/2003
Meeting:
Clarifications: 09/01/2003
| Lontracts | it
Clarifications 09/01/2003
B Due Date:
[Search Instructions Proposal | Clarification Questions
@wﬂg Criteria (Points) Pts Max
- Pts
1. Conformance to Terms & Conditions and to Scope of 400
ork
Categories:
Strengths MNeed Clarification
—E Weaknesses =l
|@ Dane lililg“ Intetnst
i#lstart |J M & G H [EHovel-delivered Applicati... I &7ADDA: SPIRIT - Autom... eI BN EEESE  acem
To view the clarification questions, click on the Clarification Questions |ink.
/] SPIRIT: Evaluator Clarification Questions - Microsoft Internet Explorer pr@:;i: | o ] 4
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These pages are maintained by the Arizona State Procurement Office.
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() 2003 State of Arizona Department of Administration, Arizona State Procurement
Office

Close |
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The PO can then read the clarifications the evaluator needs. The answer to the clarification
questions may be apparent to the PO or another evaluator so that submittal of a request to
the supplier would not be necessary. However, if a request is appropriate, the PO must
return to the "ltems To Complete" section of the proposal and create a "clarification
questionnaire"

To close the window click on the M button or the windows X.

Either click on the proposals number link from My Proposals or after closing the clarification
questions, click on the "Proposal" link to return to the proposal to create a “Clarification
Request.”
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Once in the proposal, scroll down the screen to the "ltems To Complete" section

2. Clarification Request, click on the M link (circled above).
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The “Clarification Request” has been generated. This request is like the other questionnaire
based forms you will find throughout the procurement process in the Spirit System.

The PO must type instructions to the supplier for the request.

If additional question fields are necessary, the PO can include more by clicking on the

Add . . .
—l button. To add more than one at a time select the appropriate number of questions

from the numeric drop down menu to the buttons right.
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The Spirit system has been programmed to allow the PO to select the question(s) from a form
so that they do not need to be retyped. This functionality is much like the "question bank"

used when creating a questionnaire when drafting a solicitation. The difference being that the
PO is selecting from the questions as typed by the evaluator.

Click on the ﬂl button to the right of a question field to open the SPIRIT: Clarification
Questions window that contains the questions as written by the evaluator.

To select a question to include; click on the questions link. In the image exported from the

demo,

Vwhat |5 the..
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The question selected is now incorporated into the form. This question can be edited as
appropriate.

Select

To load the second question into the form click on the appropriate button. If you
were to click on the select button for question number one (which already has a question),
this new selection would replace the previous.

Rather then include a second question; it is left blank. This may be due to a bad question or
that the PO or another evaluator knows the answer. Leaving the second question blank will
exclude that field from the request. There will be no indication that this question ever existed.

NOTE: Had the PO included the second question s/he could have rearranged the order of
the questions by utilizing the "Up" or "Down" arrows beneath the select button.
As the evaluation form for the second evaluator has a status of "draft" the PO clicks on the

Ml button with the "clarification request" as draft to enable the inclusion of any
questions from the second evaluator if submitted.

Regardless of the save as status selected, once submitted, you will be routed back to the
proposal that you created the “Clarification Request” for.
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Having received no additional questions from the second evaluator the PO returns to the
proposal to submit the clarifications to the supplier. Had clarification questions been submitted
by the second evaluator the PO would have repeated the steps taken previously. As the
“Clarification Request” has been saved as “Draft,” the PO would have returned to the
previously created request. The second evaluators questions would have been added to the
questions the first evaluator wrote. The PO would then have been able to add additional
question fields and selected the questions to add to the “Draft” clarification request.
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Return to the proposal that the “Clarification Request” was created for and scroll down to the

“ltems To Complete” section. Click on the Vlﬂ link for the "Clarification Request"
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As with all documents that have been previously begun, the request will be in view mode.

Click on the "edit" icon to open the request in edit mode so that you can complete the

form.
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Note that the second question field that was unused is no longer present.
Since no further question are necessary, change the status to "Submit to Supplier for
Completion" and click on the Submit button. You are once again back at the proposal.

The "Clarification Request" is complete. The supplier will receive an e-mail notification alerting
them to the existence of the request. Once they have addressed the request and submitted it,
the PO will receive an e-mail from the Spirit System notifying them of the requests completion.
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At this point, the evaluator returns to address the suppliers response to the "clarification

request."

Click on the .PTOPOSals

Note: the user could also reach the proposal by clicking on the "Evaluations" tab.

Click on the M‘f PI‘OPGSEE tab from the sub-menu.

My Proposals

By Soficitation Number

o on 3atl
Supplier Proposal# Type Status
AD0D40061-A1 - Solicitation Creation
Grants Tombs %Q RFFP  Complete
Joe Azspo Test %C RFF  Complete
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ADSN-

Click on the appropriate proposal number link SURGAC Once in the proposal scroll down
to the "Potentially Required in the Future" section where the "clarification response" from the
supplier is accessed.
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The status is now "Complete" and the "View" link is available.

Click on the "View" link to access the response.
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The response opens with information regarding, which proposal, solicitation, the date the
"clarification request" was created and the date the supplier submitted the response.

The instructions to the supplier, question(s) posed to the supplier and the suppliers response
is located at the middle of the screen.

The form used for the suppliers response includes attachment functionality.
Open the attachment by clicking on its title link.

The attachment opens and can be saved outside the Spirit System if you desire.

To close the document, click on the windows IE .

To close the "clarification response" click on the M button or the windows X.
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Having read the response, the evaluator can then complete their evaluation form. Once all
evaluation forms are completed, the PO can then create a "Proposal Evaluation Report"
(PER) for each proposal. The report will combine all evaluators evaluations. If the PO finds
that some of the evaluators comments could use a little sprucing up, s/he will be able to make
those changes as s/he drafts the report. Once the reports are complete the evaluators and
the PO will have to sign off on or approve the PER.

Scroll to the bottom of the screen to access the evaluation for this proposal.

View

Click on the link to access the evaluation
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The "Evaluations By Evaluator" screen loads.

Click on the evaluators name link to access the evaluation draft. In this instance we have
been following the evaluation of Eval Uator eval uator/az.gov
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The evaluation form oiens in "view" mode. See image previous page.

Click on the "edit" icon to make the changes

Note the evaluations status is “Pending Clarifications.”

Scroll down the “evaluation criteria” section so that you can complete the evaluation
comments/score that were not completed before.

Note that clicking on the "Clarification Questions" link would bring you to the questions, not
the supplier response
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The evaluator now enters the score and comments for this evaluation criteria category. Once
that is done and the evaluation is done, scroll to the bottom of the screen to submit as

complete. Change the "Save as:" status to "Complete" and click on the MI button.

The evaluation is now complete for this supplier. If there are other evaluators involved, they
must complete their evaluations as well, before the PO can create the Proposal Evaluation
Report (PER).
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Proposal Evaluation Report (PER)
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e from individual requests and focus-group activities with the State agencies —
A L] and participating members of the Cooperative Purchasing Partnership.
The Cooperative Purchasing Partnership includes over 400 colleges and
universities, counties, cities, school districts and qualified not-for-profit
organizations.

hanoae D o . o I . _ - |
[&] hitps://spirittest. az.aoviApplications/SPIRIT/SR. nsfinav-POLeft?OpenP agefBaseTarget=MainbExpandoutine=1,3 [ | |3 |4 mnternet
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The evaluations for the two suppliers proposals to the solicitation have been completed. The
PO will now go into each proposal and create the "Proposal Evaluation Report (PER)." As
mentioned previously, the PER is a report created for each of the proposals to a solicitation.
The report is created to illustrate the averaged or combined evaluation(s) of the individual
evaluators on an evaluation committee and it edited to serve as a summary of remarks.

NOTE: When the PO has completed the draft of a PER it must be submitted to the evaluators
for their approval. HOWEVER, once submitted it is no longer editable. When you are
satisfied with the report inform the evaluators so that they can review the draft report(s). This
will allow them to make comments and will allow for consensus prior to submitting the report
for approval.

Click on the IREODOSAISINN |« Ciick on the MY Proposals .. fom the sub-

menu.

At the "My Proposals By Solicitation Number" screen scroll down until you reach the proposal
you wish to begin the PER for first.

ADSK-
Click on the proposal number link w of the proposal you wish to start with.

Once in the proposal, scroll down the screen to the "ltems To Complete" section.
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Other
Evaluations | 1. Solicitation Tabulation
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[ Other | cah
Search | 2. Clarification Request = -

@wm 3. Proposal Evaluation Report Create

4. Supplier References ~ ——eee
Questionnaire

5. Supplier Meeting Request(s) Create
6. Negotiations = -

7. BAFO Request = | —emeeeee-

| e |Lmks =

et ]
Required
Not Yet
Required
Mot Yet
Required

N/A
Complete

Mot Yet
Required
Pending
Pending

N/A
Not Yet
Required
Not Yet
Required

Bl

|€] pone
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3. Proposal Evaluation Report - click on the M link (circled above), to begin the

draft.

Note that the status is "Pending." Also that the "Create" link was not available prior to the

completion and submission of the evaluation(s).
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[ Kequisiions Proposal Information

= Required Field

ADSM-5QRSVQ Solicitation AD040061-A1

#:
Solicitation Creation
Grants Tombs

Pete Mahnke/Arizona P
State Procurement Office

o Status:
09/08/2003 Date
Submitted:

Proposal Evaluation Report

Criteria (Points)

Pete Mahnke/Arizona
State Procurement
Office

Draft

o Pts Max
Pts

- 1. Conformance to Terms & Conditions and to Scope m

of Work
A C-o-:
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Take a moment to familiarize yourself with the data available in the "Proposal Information”

section of the PER.
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Criteria (Points) @ Pts Max
Pts

- 1. Conformance to Terms & Conditions and to Scope -

of Work

Calenorias:

Strengths eval Uatorfaz oy (300)
Mot too strong
Fete Mahnkel/Arnzona State Procurement Office (390)
Extremely....

YWWeaknesses eval uatorfaz.goy (300)

Yt not too weak

Fete Mahnkel/Arizona State Procurement Office (390)

The image above is just one of the criteria to illustrate the format of the report.

It is this section below the proposal information section where the PO will create the PER
based on the "evaluations." All evaluators comments will be listed for each criteria, so the PO
will have the use of these comments for this reports creation. The language the PO uses for
this report will combine the comments and type that in the “Strengths” and/or “Weaknesses”

ileMlhighlighted in dark blue}]

It is only necessary to make comments in one of the two fields. Either in the "Strengths" or
"Weaknesses" categories field. Even if you have included other criteria, it will only be
necessary to comment in one of the fields. Basically, whichever one you deem most
appropriate.

Note the comments of each of the evaluators, as well as the score they awarded for the
category (highlighted in aqua). The eval uator made comments for both “Strengths” and
“Weaknesses,” Pete Mahnke only made comments in the “Strengths.” The 300 and 390
points score even though repeated is only counted once.

The Spirit System averaged the scores of the evaluators for this criteria (highlighted in
yellow). Also note that the "Maximum Points" available is viewable ( ).

If the PO deems it necessary, s/he can override this score by typing in the "Points" field
(highlighted in yellow).
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Criteria (Points) ¢ Pts Max
Pts

- 1. Conformance to Terms & Conditions and to Scope
of Work
Categorss:
Strengths eval Uatorfaz.goy (300)

Mot too strong

Fete MahnkelArizona State Procurement Office (390)

Extremely.. .

IWE need. |
Weaknesses eval uatorfaz gov (300)

Yet not too wealk

Fete Mahnke/Arizona State Procurement Office (390)

The PO made the combined comments for the “Strengths” (highlight in aqua) and adjusted
the score from 345 to 350 (highlighted in yellow).

The PO will do this for each of the criteria from the evaluation criteria in the PER, for each of
the PERSs created per proposal.
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Calepories:
Strengths eval uatorfaz goy (90)
Mot as good as the other supplier
Fete WahnkefArizona State Procurement Office (90
$10K higher than Azspo Test
I
YWWeaknesses eval uatorfaz goy (90)

Fete Mahnkel/Arizona State Procurement Office (90)

We’ve skipped down to the Cost criteria to illustrate that neither the PO nor evaluator(s)
assigned a score to Cost. The Spirit System generated this score using the cost formula.
The PO can, when drafting the PER adjust the Cost score. This will be important if the
formula in Spirit is not appropriate to the Cost portion of an evaluation. It also holds
importance when and if the evaluation goes to BAFO. If any of the suppliers change their
pricing during BAFO the score is not reprocessed by Spirit. When and if you go BAFO a PER
will have to be created for that as well. To generate the PER, Spirit duplicates the evaluation
with its scores used in the first PER. So for instance, as the PO changed the score in the first
criteria from 345 to 350, Spirit will duplicate the numbers it first averaged, 345.

Note the Spirit System requires that comments be made in at least one of the "Categories" for
"Cost" as well.
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ontracts Pete Mahnke/Arizona State Procurement Office (90)
[T L] I
[Search | Totals: -— 1000
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These pages are maintained by the Arizona State Procurement Office.
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If the report is satisfactory to the PO, s/he can change the "Save as" status to "Submit to

Evaluators for Approval" and click on the B button. Otherwise it can be submitted

as "Draft."

REMEMBER that you will not be able to edit the PER once it has been submitted to
evaluators for approval. Notify evaluators that the draft PER is available for their review and
comments. Once all are satisfied, submit each PER for approval.

After submitting the PER to the evaluators, the PO is returned to the proposal the report was
created for.

Click on II""II'.'l"r Prnpnsals from the sub-menu to access any additional proposals
submitted to the solicitation so that PERs can be created for those as well.

Note: during evaluation it is not necessary to wait until all evaluations are completed for all
proposals before creating a PER. You may create a PER for any proposal for which the
evaluation has been completed.

We will assume that both PERs have been submitted to the evaluators for their approval. If
all goes as according to the discussions you have had, the approval process should not be
too long.

Once approved, you the PO will go into the PERs last and complete the loop.

Page 155 of 244



Created on 9/18/2003 2:40 PM Topic:Eval09

Once the evaluator(s) have approved of the the PER, the PO must access each one and
approve them as well. Once this step is taken, the evaluation process can continue, prior to
this the PER is not complete.

Click on the IRIGINOSAISINN - Ciick on the MY Proposals i« from the sub-

menu.
As done when creating the PERSs locate and click on the proposal number link of the
appropriate proposal(s), and click on the "proposal" number link

Once in the proposal, scroll to the bottom of the screen to the "ltems To Complete" section.

; ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

Fie Edt Wiew Favorites Tools Help |
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Address |é_“| https://spirittest. az. gov/Applications | SPIRIT/SR..nsf

ML (1
You are logged in as: 4. Insurance
Pete Mahnke 5. Bid Bond
Requisiaons | 8. Performance Bond = oo View MNFA
[Sollcitations | Potentially Required In the Future
5 1. Clarification Response - View Complete
2. Negotiations = semeeeem s Not Yet
Required
AEV AT UL 3.BAFO e Not Yet
‘Contracts Required
AL — thes
1. Solicitation Tabulation @ = - View N/A
IS I T— Items To Complete (For Internal Use Only)
@k&t s 1. Evaluation(s) (Printable Eval --—-—-—- View Complete
A coln
2. Clarification Request s Complete
3. Proposal Evaluation Report - View Pending
Evaluators
Approval
4. Supplier References Create = -——-—- Pending
Questionnaire
5. Supplier Meeting Request(s) Create View N/A E
‘@‘DOV"&E‘ . ; = A == h’ilg|. Internet
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Click on the Vlﬂ link under 3. Proposal Evaluation Report to access the report.

Note the status is "Pending Evaluators Approval." Regardless of whether or not the PO is
one of the evaluators for a given solicitation, the Spirit System will consider the PERs status
as this until the PO makes the final approval. However, if the PO is included as an evaluator,
he or she will have to approve the PER twice. Once in the capacity of an evaluator and finally
as the last approval as PO.

Once in the Proposal Evaluation Report, scroll down to the bottom of the screen to approve
the PER.
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teost = - = [ 00

Categories:
Strengths eval uatorfaz qow (100]
Mot horrible pricing
bill billAccountancy Board (100)
bestprice
great pricing
Weaknesses eval uatorfaz.goy (100)

bill billlAccountancy Board (100)

- Totals:; 1000

Evaluator Approvals
eval uatorfaz.gov on 0970872003 at 04:09:11 P
Rill killfAccountancy Board on 09/0872003 at 04:09:36 P

To complete the report click on the button (outlined in blue).

Note that the Spirit System has recorded the approval of the evaluators. This includes their
name, agency and the date/time that they actually approved the report. Once approved by
the PO, Spirit will add their name to the list of approvals.

Once approved the PO would then move on to the next proposal(s) and approve those as
well to complete the reports.

Note: If the PO is included as an evaluator in a procurement s/he will only need to approve
the PER after the other evaluators have approved it. S/he will not have to return once as an
evaluator and then again as the PO.
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IFB Evaluation

This section covers the two ways (or options) for Evaluating and Awarding an IFB.

In Option 1, the PO generates an Evaluation Form which gives those involved an area to
record comments on pricing and specification conformance, etc.

The PO then generates a Solicitation Evaluation Report, which, generates a checkbox list of
the Offerors. Those checked will appear in the Tabulation for award.

Option 2 skips the Evaluation Form step. In this way, if comments are not necessary as is
most often the case, and the Bid is awarded to the lowest conforming Bidder.

The PO generates the Solicitation Evaluation Report in preparation for the Tabulation for
award.

To continue; Click on the supplier proposal number link to open the proposal at the Proposal
by Proposal Number screen.

NOTE: No system generated evaluation form is necessary to award a bid. The PO can
immediately move to the contract step if appropriate.

/] ADODA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADDA LAN =] x|
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5 Joe Azspo Scooters v RAT IFB Complete 047302004
Lo i (— ADD40163-A1 - IFB Award
@k@i" . Grants Tombs ELEIE  FB Complete 04/29/2004 ||
Av s Pl
ADO040183 - IFB Award
developed in ADSM-
partnership with —  Grants Tombs SYHTSW FE  Complete 04/29/2004
Joe Azspo Scooters BLSE  FB Complete 04i29/2004
hanoo B o — =
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ADSM-
Click on the proposal number link( 57HUSG ) to begin your review/evaluation.
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Scroll down to the To Do List and click on the M link for 1. Evaluation(s), (Conflict of
Interest statement). Once you accept the statement, an evaluation form will be generated.
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developed in
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|»

» =
d (s .
excepf those contacts speci |ca||y authorized Ey sections 41-253 ,4'i- |

2537, 41-2538 and 41-2578. The person shall disclose on this statement
any contact unrelated to the pending procurement that the person may
need to have with a representative of a competing offeror and any contact
with a representative of a competing offeror during evaluation of proposals
except those contacts specifically authorized by sections 41-2534, 41-
2537, 41-2538 and 41-2578. A person who serves on an Evaluation
Committee who fails to disclose contact with a representative of a
competing offeror or who fails to provide accurate information on this
statement is subject to civil penalty of at least one thousand dollars but not
more than ten thousand dollars.

Evaluator Signature

Accept | Reject |

These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator

I- i I g %I I I -| () 2003 State of Arizona Department of Administration, Arizona State Frocurement Office

|&] pone ; [ | |5 [ ntemet
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9:11 AM

After reviewing the Conflict of Interest statement, click on the ﬂl button to continue.
If you Reject the statement the user will not be able to view and evaluate the proposal to the
IFB.
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Once accepted, the system will generate a form like the above; for notes. As will be shown in
Option 2, the PO could decide not to make any notations as the IFB is awarded by price.

In this instance, the PO feels it necessary to make comments regarding the Offer (and has
made them).

When complete click on the M button

NOTE: although there is no Draft status, SPIRIT will allow the user to return and include

additional comments if necessary prior to contract. Also, note the Proposal link. This link can
be used to refer back to the proposal being reviewed.
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Once the PO submits the comments to a particular offer; the system returns the user to the
Evaluations screen.

The comments have been made (remember, the PO can return and add more comments if
necessary, prior to creating a contract draft), to the offer. The next step is generating the
Solicitation Evaluation Report or SER. The suppliers selected in the SER are those that the
PO would like included in the Tabulation for award.

The PO must go into the solicitation to generate the SER. From the Navigation menu click on

My Solicitations then click on the Solicitation number link AD040163-A1 . From the list of
solicitations. Or you may navigate via My Proposals and click on the solicitation from there.
See image next page.
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My Proposals

By Solicitation Number

Fage loaded on OF

View All

Supplier Proposal# Type Status Created Date
ADD40164 - IFB AWARD ||
ADSM-
rants Tombs = ROB IFE Complete 04/30/2004
ADSH-
Joe Azspo Scooters oy R8T IFE Complete 04/30/2004

As described on previous page. Clicking on the solicitation number link from here gets you
there too. Try navigating around in SPIRIT, you will find many different ways to get to the
same locations. Likely you will find a route that suits you.
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Once in the solicitation, scroll down to the bottom of the screen to the Related
Documents\Information. At number 7. Solicitation Evaluation Report, click on the

View i
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The suppliers that submitted offers/proposals to the solicitation will be listed here. ltis
necessary, as the statement in green indicates to select those suppliers that you want to
appear in the Tabulation (for award). Selecting the suppliers, lists those to be awarded at the
Tabulation when created. However, nothing in the system requires that you award to all that
have been included in the SER. If for some reason the user wished to see all the suppliers
that responded, in the Tabulation, he or she may.

-

Click in each checkbox

on the Mlbutton

to the left of the supplier(s) you want in the Tabulation. Then click

Note: if no suppliers are selected from the SER, no contracts other than the Main contract will
be generated. Failure to select suppliers to actually award to is not reversible in the
application. Speak to your SPIRIT System Administrator if this happens.
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After clicking submit, you will be returned to the solicitation. Scroll to the bottom of the screen
to the Related Documents\Information section of the document.

At number 7. Tabulation, click on the M link. This will generate the Tabulation (for
award). It is on this screen that you will select which line items, groups, etc. by supplier to

award to each.

NOTE: Once the Tabulation is produced it is not necessary to award to all those listed.
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When the Tabulation opens a tabulation of the suppliers selected for the SER will be listed by
line item and suppliers by that line item.

Click in the appropriate checkbox [ to Award each line item and to whom.
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Once the selections have been made, click on the Mlbutton at the bottom of the

screen.

If you find that you selected a supplier or suppliers incorrectly, you may click on the View link
at number 7. Tabulation from the solicitation screen. You may then change any selections

you may have made in error.

Note: reselecting/deselecting awards is no longer possible once the user has clicked on the

Create link for 8. Contract.

After clicking on the Submit button at the Tabulation, the user will be returned to the
solicitation. Scroll to the bottom of the screen to the Related Documents\Information section,
as this is where the user will generate the Main Contract.
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If you are ready to award the contract(s), click on the Mlink at 8. Contract. This will
generate a draft copy of the Main Contract. As previously described; the Main Contract is the
base document that all other contracts for this solicitation will draw data from. Once the user
has entered terms, etc., attached the appropriate documents and is satisfied with the
document, he or she will change the status of the Main Contract to Complete and click on the
Submit button. This action will generate the individual supplier(s) contract.
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It is necessary to select the appropriate Contract Information. Begin by selecting the Start
Date, then enter the term* of the contract. You must then click within the checkbox to the left
of Contract Extension Allowed (if an extension is allowed), and the maximum extensions
possible. Checking Contract Extension Allowed instructs SPIRIT to allow for extension
amendment functionality at the end of the term. If this selection is not made, SPIRIT will close
the contract at the End Date and not allow for an extension (the SPIRIT Administrator should
be able to straighten it out if you award incorrectly.

*It is only necessary to enter the Start Date as the End Date will calculate according to the
Term entered. The calculation does not take place immediately and will only be apparent
once the document is submitted. Best practice is to submit the contract draft as Draft and
note that the calculation has taken place and is what you expected.
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Attach any documents necessary to the Main Contract. An example may be additional
evaluation paper work (more likely in an RFP), required to appropriately come to an award
conclusion.

Be sure to attach all files that you want included with the Main Contract. If this is not done
before you have submitted as complete you will not be able to do so later. You may,
however, attach documents to the supplier(s) contract(s) even after the contracts are
considered complete.

If you absolutely must have a particular file attached to the main contract that you failed to
attach prior to completion, contact your SPIRIT administrator.
If the contract is ready for completion, change the Save as: to Complete and click on the

Mlbutton. This action will complete the Main Contract and generate any individual
supplier contracts.
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Once the user clicks on the Submit button, they will be returned to the solicitation. Scroll
down to the bottom of the screen to the Related Documents\Information section. Then click

on the Vlﬂ link at 8. Contract to view the contract(s).
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The Main Contract (always designated 0) will be listed, as well as any individual supplier
contracts. The Supplier contracts generated have a Complete status and no additional input
is necessary. Although, if you have documents/files you would like to attach to an individual
contract(s), you may do so. Support Staff also has this functionality.

Note: SPIRIT will send an Award notification e-mail to all suppliers awarded. SPIRIT will also
send an Unsuccessful notification e-mail. Whom to send what is calculated based on your
selections in the previous steps covered.

Next up, we will cover Option 2 with regard to awarding an IFB.
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Option 2 for evaluating and awarding an IFB is very similar to that which was just covered.
This segment covers the process, which basically skips making any notes/comments to a
proposal.
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If detailed comments are not necessary regarding your review of proposals to an IFB, the user
can skip to the SER section at the Related Documents\information section at the bottom of the
solicitation.

Click on the M link for 6. Solicitation Evaluation Report
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Once generated (SER) click in the checkbox (es) - to the left of the suppliers you wish to
appear in the Tabulation (for award).

Then click on the Mlbutton

Page 174 of 244



09/15/2000 Topic: IFB Evaluation

2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADDA LAN : =T s |

Fie Edit Yiew Favorites Tools Help |

{PBack -~ =mp - @ ﬁ | @Search @Favor\tes @Media E;g | @v a @

Address [&] htps://spirittest. az.gov/Applications/SPIRIT/SR sk

» | )
You are logged in as:
Pete Mahnke Comments:
None
| Solicitations |
Attachments | 7
ADO40163.pdf
misc.doc
Related Documentsiinformation (For Internal Use QOnly) i
- 1. Amendment(s) Create View
L LOMLracts 2. Tabulation View
Other 3. Proposals View
[Search | 4. Evaluation(s) View
: 5. Proposal Evaluation Reports N/A
@Eiﬂﬁﬂ 6. Solicitation Evaluation Repot = e View
S 7. Tabulation Create @ ————---
8. Contract
developed in
partnership with b
. Solicitation Review Comments

assunrd =l
‘@ javascriptviewTabulation( ADSM-SYHSHE', LT, 'Create’) h’ilg|. Internet
dhistare ||| @ 51 ) B || Euovelideliversd Appicat... |[E1aD0A: SPIRIT - Autom... [Z i snel §  DANHMEEFIURE  ozsan

With the suppliers selected in the SER, you may now create the Tabulation (for award), by
clicking on the M link at 7. Tabulation.
Note: if no suppliers are selected from the SER, no contracts other than the Main contract will

be generated. Failure to select suppliers to actually award to is not reversible in the
application. Speak to your SPIRIT System Administrator if this happens.
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Two suppliers responded to this solicitation and one line item each will be awarded. Click

within the checkbox (es) [ to select which lines to award to whom. Once the selections

Subrmit

have been made click on the button.
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Again, upon submission, the user is routed back to the solicitation. Scroll to the bottom of the
screen to the Related Documents\Information section.

Click on the M link to 8. Contract to generate a draft Main contract.
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You now have a draft Main contract, which you may set up as necessary. Please refer to the
section that covers option one for instruction on the completion of your contract.
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If you have requested references in your solicitation, Spirit allows you to create a "Supplier
Reference Request."

The PO creates the request and enters the references e-mail or fax number. When
submitted, Spirit sends the document out to the appropriate reference.

Since the reference is not part of the Spirit System any response to the reference request will
have to be entered manually by the PO. You will need to be sure to enter any contact
information necessary to the reference so that the response can be returned to the
appropriate place. This is due to the fact that any notification e-mails generated by Spirit are
sent from the server rather than a specific person.

Once in the "proposal” that you wish to create the reference request for, scroll to the "ltems to
Complete" section at the bottom of the proposal.
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3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =l s |

File Edit View Favoritss Tools Help |

EBack - = - &) 24 | @usearch GaFavorites  Ehvedis B | By S = =]

Address [&] https: ffspirittest.az.qov/Applications/SPIRIT/SR nsf

=SPIRII;

Automated eProcurement System

| P ‘Lmls =

mea_ Items To Complete (For Internal Use Only) |
Pete Mahnke 1. Evaluation(s) (Printable Eval =~ -------- View Complete
[Requisitions | £
2. Clarification Request = ————  —— MNot Yet
| Solicitations | Regquired
3. Proposal Evaluation Report ~ —————- View Complete
4. Supplier References Create = -———-— Pending
'Evaluations™ | Questionnaire
Contracts | 5. Supplier Meeting Request(s) Create View N/A
= 6. Negotiations Create = -———-— Not Yet
Bt e Plan Required
| Search | 7. BAFO Request Create  -—-e---m- Not Yet
Required
A T
Contract Payment Net 20 Contract 12 A.R.O. Days
Terms: Delivery:
Confidential Infomation | 7|
, ey At — El
& e D
dhstart||| 1) @ S | | Enovel-deivered appicati... |[&aDoA: SPIRIT - Autom... (2@ i AONHMEERFRE wszam

4. Supplier References Questionnaire

Click on the M link to begin a draft of the "Supplier References Questionnaire."
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Supplier Reference Request
Proposal # AD0400671-A1
Draft

@ = Required Field

Reference I
Ref #Name EMail Fax
Mote: Elail or Fax required Mote: EMail or Fax required

1 ] | |
2 | | |
3 | | |

o Instructions

Please answer these reference gquestions regarding. ..

Add 1 -

Bl I B

e‘l‘

Save as: # Draft ~ Complete

Submit ‘ Rezet |

The Supplier Reference Request is created. The Reference section contains the area for
entering the contact information. It allows for the use of an e-mail address or fax number.
The system allows for up to three references

It is necessary to enter instructions to the individual or company receiving the reference
request. They may not even be aware that they may receive this.

This instruction field is a good place to describe what this is about and how to contact you
and/or return the request response to. Remember, the document that the reference contact
receives will be from the Spirit System if they try to respond to Spirit, they will be
unsuccessful.
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Like the "Questionnaire" in the solicitation, you may add additional question fields so as to
include as many reference questions you feel appropriate.

More than one can be added at a time by the selecting the number from the number drop
down menu.

Note: once a second question has been added to the reference request, the "Up" and "Down"
arrows that you should becoming familiar with will appear to the right of this and additional
fields. You may rearrange the order of the questions as you wish.

2} ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer - i |

File Edt ‘iew Favorites Tools  Help ‘

d=Back - = - @ &4 | Qisearch [GalFavorites @vedia 8 | By S =1 2]

address [&] hteps:/jspirittest, sz.goviapplications/SPIRITISR nsf

=SPIRII;

Automated eProcurement System

1 Tt A
You are logged in as: 2 [FredHenkelalecken [6025425508
Pete Mahnke 3 I |
Requisitions |
olicitalions |
Froposals
@ Instructions
W Please answer these reference gquestions regarding. .. ;I
| Lontracts | [Ed
K — = I
@ 1 [Would you please descrike... =]
| search |
I |
e
- Save as: © Draft| Complete
These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office
[&] oraft [ | |2 & mntemet
dhstare||| ) @ (5 || Enoveldeivered Applicat... |[£7]ADDA: SPIRIT - Autom... E e @ DEONZE SIS E. 055 am

Once you have entered all the reference questions, you may save the request as “Draft” and
return to it later to send out or as in this instance set the “status” to “Complete” and click on
the MI button

Once submitted you will be routed back to the proposal the reference was created for.
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Supplier Reference Response(s)
The PO has received the responses to the "Supplier Reference Request."
You must then return to each "proposal" and type in the reference responses.

Scroll down to the "ltems To Complete" section of the proposal.

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _|&] x|

File Edt Wiew Favorites Tools Help
4Back - = - @) @4 | @search GlFavorites @iMeda (8 | Bh- Sb =

Address I@ hktps:lispirittest, az, goviapplications/SPIRIT/SR, nsf j 6o |L|nks =

» [ )
. Rered -
Pete Mahnke Other_ T . -
'Requisitions | 1. Solicitation Tabulaton ————- View NfA
: Items To Complete (For Internal Use Only)
1. Evaluation(s) (Printable Eval = ---—-—-—- View Complete
can
2. Clarification Request = ———— @ —un Mot Yet
Evaluations | Required
fContracte ™ 3. Proposal Evaluation Report ~ —-—-——- View Complete
4. Supplier References ~  ———- Complete
Bl Questionnaire
ocarc ) 5. Supplier Mesting Request(s) Create View N/A,
| 6. Negotiations Create = --—-——--- Not Yet
aser Plen Required
7. BAFO Request Create  -———- MNot Yet
Required
Contract Payment Net 20 Contract 12 A.R.O. Days
Terms: Delivery:
- alal-M"~ aror-ol Ol el 0 alfslanks 1) -‘ ;I
[&] Nietps:ifspirittest. az, goviApplications{SPIRIT/PRO. nsf{Dochum{ADSM- SRANTY FOpen&Laogin N aemen=s
iastart”J M & “ B Movelkdslivered Applicati. . lm ‘5@”8 COZIN A E S . 1111 am

Click on the Vlﬂ link at; 4. Supplier Reference Questionnaire."
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Suppplier Reference Request
Proposal # AD040061-A1

Reference . |/
Ref #Name EMail Fax

1 Joseph Azspo joe_azspo@hotmail.com

2 Fred Henkelblecken 6025425508

3

All Responses

Reference Status eMail Fax
Joseph Azspo Diraft joe_azspoi@hotmailcom 0 e
Fred Henkelblecken Draft - E025425508

Please answer these reference questions regarding...
1 Would you please describe...

The screen for the "Supplier Reference Request" has changed slightly. It now includes the
"reference contacts" that you sent the "request" to.

Note that both have a "Status" of "Draft." When you submitted them as "Complete," Spirit

created the individual response documents for entering their answers; it is these response
documents that are in “Draft” status.

Click on the name link 232D AZSP0 of the contact you would like to enter the answers for.
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MSN Hotmail - Page 1 of 1

HOtmall""” joe_azspo@hotmail.com Inbox | Previous Page

From : |
To : joe_azspo@hotmail.com
Subject : References (Joe Azspo Test)

Date : Thu, 11 Sep 2003 09:51:46 -0700
Supplier Reference Request: Joe Azspo Test
This is the temporary text for the "Supplier References® notification.
Please answer these reference guestions regarding

Would you please describe...

AS Fae As wWR'RR Corxg@aRl - -

This is a screen shot of the document Spirit sent to the reference. Joe Azspo received an e-
mail in his Hotmail account answered the question(s) and returned them to the PO. ltis this
answer and others if asked, that you will enter in the reference document.

Remember that this response document is outside the Spirit System.

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =18 x|

Fil= Edt Wiew Faworites Tools  Help ‘ 15

Back - = - @ 7% | @isearch [hiFavories veda (8 | By S =

address [&] hteps:/jspirittest, az.goviApplications/SPIRIT/SR, nsf

3 [
e Reference Response
ete Mahnke
Request # ADSM-5RANTY
Proposal # ADSM-5QRSVQ
| Salicitations | = d on 0941172003 at 11:04:18 A
@ = Required Field
Evaluaione "IRererence | C
Ref Name EMail Fax
FELILHTL - 1 Joseph Azspo ioe_azspo@hotmail.com
L
[Search™—

Instructions

Please answer these reference questions regarding...
Questions

1. Would you please describe...

;I p—
=l
m Save as: « Draft ©~ Complete
hanoa O ssa kL i
[&7 Dore [ & [ meernet
iastart”J ] & |J B novelkdelivered Applicati... | [£1aDDA: SPIRTT - Autom... (Em g @EONYEE RS am
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Section Four A

When you click on the name link that individuals reference form will open. As usual, the

document is in "view" mode.

Click on the "edit" icon to open it in edit mode. It will then refresh and the answer field
will allow for the input of the response. Type in the references response to the question(s).

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

=181 %]

Fil= Edt Wiew Faworites Tools  Help

Back - = - @ 7% | @isearch [hiFavories veda (8 | By S =

address [&] hteps:/jspirittest, az.goviApplications/SPIRIT/SR, nsf

=| @en |Links e

» ~
[—HarE T Tagau S|
You are logged in as:
Pete Mahnke
ettt tone S Rererence |
iciationa Ref Name EMail Fax
[ Solicitations - i
1 Joseph Azspo joe_azspo@hotmail.com
Reference Questions
| EValuatons | Instructions
[Contracts | Please answer these reference questions regarding...
ReLiul — CHIEstiors
1. Would you please describe...
o E A R— e far = we're conoermed. .. E
@w@u@; =
Save as: « Draft « Complete
I Submltl Cancel I Resetl
These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator b
m (c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office &l
[&7 Dore ; [ & [ meernet
iastart”J ] & 5 |J Enovelkdelivered Applicati... || £7ADOA: SPIRIT - Autom... (B g @EINE EBES & 1zam
T Comblet . Submit
Change the status to OMPIELE ,nq click on the button.

If you were not done at this point, you would "Save as:" "Draft."

Click on the name link for the second reference Ered Henkelblecken

There is no screen shot of this response.

Change the document to "edit" - mode.

Enter the reference response, change the status to . CDTTIp'EtE and click on the

Ml button to finish with this document.
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/2 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer :::5 E Bl
File Edt Wiew Favorites Tools Help
4=Back - = - @) @4 | @search CilFavorites @Meda (8 | Bh- b =
Address I@j https:)spirithest a2, gow/Applications)SPIRITISR. nsf j f&Gn | Links **

e CE BT A SEF5 BT

[HGE T EBgent -l
You are logged in as
Pete Mahnke Reference _
| Requisitions | Ref #Name EMail Fax
'Solicitafions | 1 Joseph Azspo joe_azspo@hotmail.com
[ — 2 Fred Henkelblecken 6025425508
3
Reference Status eMail Fax
Joseph Azspo Complete joe_azspo@hotmail com e
Fred Henkelblecken Complste . ———-— 6025425508
Please answer these reference questions regarding...
1 Would you please describe...
These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office
@1 complete ' e
i#start||| ] & 51 || ENoveldsiversd Appiicati,.. |[&]aD0A: SPIRIT - Autom.. EGag @ONYEEBEG T 11z

The reference portion of the solicitation process is complete.

Note that their "Status" is now "Complete." Click on the name links to view the responses at
anytime

Back at the proposal at the “ltems To Complete” section, the “Supplier References” will now
have a “View” link. From this point on when you click on the “View” link the screen above will
open allowing you to click on the reference name link so that you can view their responses.

The hard copy document that you received may be scanned and attached to the suppliers
contract when the procurement process is complete if you wish.
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Supplier Meeting Request

At times during the procurement process you may find it necessary to set up a meeting with
various suppliers. This section of the manual walks you through the process of creating a
"Supplier Meeting Request.”

Once at the proposal that you would like to create a meeting request for, scroll down to the
"ltems To Complete" section of the proposal

3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =l s |

File Edit View Favoritss Tools Help |

EBack - = - &) 24 | @usearch GaFavorites  Eveds B | By S = =]

Address [&] https: fspirittest.az.qov/Applications/SPIRIT/SR nsf

=SPIRIiI;

Automated eProcurement System

il Required =
e e SV ol pe——— Not Yet
[Requisitions | Required
Other
—_— 1. Solicitation Tabulaton  —————- View MNAA
Items Ta Complete (For Internal Use Only)
1. Evaluation(s) (Printable Eval - View Complete
| Evaluations | col)
[Contracts | 2. Clarification Request = - e Not Yet
A Required
il — - -
3. Proposal Evaluation Report ™ ———-——-- View Complete
[Scarch | 4. Supplier References - View Complete
Questionnaire
ACTAS 00 5. Supplier Meeting Request(s) View N/A
6. Negotiations Create = -———-— Not Yet
Plan Required
7. BAFO Request Create = -———-— Not Yet
Required
Contract Payment Net 20 Contract 12 A.R.O. Days o
PPN Torme: Nalivan: =
[&] Comgiete LR
dhstart||| 1) @ S || Enovel-deivered appicati... |[&aD0A: SPIRIT - Autom... (2@ AONHAEERFRE 11eam

5. Supplier Meeting Request(s):

Click on the M link to draft the request.
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/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer = = 18] x]

File Edt  wiew Favari

tes

Tools  Help ‘

Back - = - &)

| @ysearch GEFavortes media B | By & =1 15

address [&] hitps

You are logged in as:
Pete Mahnke

ﬁm&aﬁ

Help

. gov/Applications/SPIRIT/SR.nsf

@ = Required Field

General Information

SMR Number: ADSM-S5RAPAL
Supplier Name: Grants Tombs
@ Description: |

= Request Details

= |

[&] Complete

[ [ [5 [ mtemet

@M start “ [ & A |J Elnovel-deliversd Applicati. . |@ADDA: SPIRIT - Autom... (=@ § @EONMEEAEBE 116am

Type in a brief description/title for the meeting request as you might in an e-mail subject line.
Then type in the details of the request. Once you have typed all the necessary information,
scroll to the bottom of the screen and submit the request to the supplier. There is no "draft"
status for this document. You need to create and complete the document at one time. Once

you click on the

Submit |

button, the meeting request will be routed directly to the suppliers

e-mail address. There is no limit to the number of “Supplier Meeting Request” you create.

The actual request is not within the Spirit System, with the exception of your view of it once

completed.

SMRs
By Date

3at 11:09:31 Al

| Search |

Date Description Details
ek heeting to discuss your proposal  Please contact me to
09/11/2003 11:09.30 AM 4, "a 1ga0061-A1 discuss & meeting...
=Previous Documents Next Documents=

Once created, you can click on its title link 92/11/22003 11:09:30 AM to view the request. Each
“Supplier Meeting Request” you have created for this supplier will open in “View” mode. They
cannot be edited once submitted as they have already been sent.
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Negotiations

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =18 x|

File Edt Wiew Faworites Tools  Help ‘ 13

Back - = - @ 7% | @isearch [ElFavories veda (8 | Ehe S eI

address [&] hteps:/jspirittest, az.goviApplications/SPIRIT/SR, nsf =| @en |Links e

» =
BLCeee W  3.BAFO | ———— | ~ Not Yet =l
You are logged in as: Required
. Pete Mahnke Other
[ECAUISTONS 1. Solicitation Tabulation ~ ——w—emv View N/A
Items To Complete (For Internal Use Only)
1. Evaluation(s) (Printable Eval - View Complete
caly
Evaluations | 2. Clarification Request = -~ —memeeeee Not Yet
Required
RS RLLCTE E S— 3. Proposal Evaluation Report ~ —————- View Complete
| Other | 4. Supplier References ~  —eeeeeee View Complete
[Search | Questionnaire
5. Supplier Meeting Request(s) Create View NA,
%0 6. Negotiations Create  --———- Not Yet
5 Plan Required
7. BAFO Request Create = ---—-—-—--- Not Yet
Required
Contract Payment Net 20 Contract 12 A.R.O. Days
Terms: Delivery:
bhanoa B szt =
[&] Fetps:fispirittest. a2 goviApplications{SPIRIT/PRO. nsF{Prac? OpenlogindAction—Creat shegPlan?OpenaLoginaDochumPro—ADSM SORSYGEDaC e e
iastart”J ] & 5 |J Elovel delivered Applicati... |[Z]AD0A: SPIRIT - Autom... (B @ DEIN2EE RS & 115 am

Procurements often require "Negotiations."

This portion of the manual will walk you through the process of creating a "Negotiation"
document. The first step of which, is the drafting of the "Proposal Negotiation Plan." The
"plan" is created on a screen that includes the information from the "Evaluation" so that you
use it as a guide to record any negotiation points you would like to cover.

Once the “Plan” has been created, a link for the creation of the "Proposal Negotiation
Request" document that will be routed to the supplier for completion, will be present.

You will likely be in close communication with your evaluation committee in the drafting of this
plan as it is the basis for the “Negotiation Request” that you send to the supplier.

In the “Items To Complete” section of the proposal

6. Negotiations

Click on the M link for negotiations
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2 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer i ===
Fis Edt View Favortss Took Help [ e |
&Back - = - @ & | Qsearch GFavorites  Ehvedia (A | By S = =]

Address [&] https:/spirittest. sz.qoviApplications/SPIRIT/SR. nsf ~| @eo |L|rvl<5 =

=SPIRIT;

Automated eProcurement System

Ymmm?%: Il Soficitation # AD040067-A1 - |
ou are caged In &s Proposal # ADSM-5QRSVQ
 [Peiio e Page loaded on 09/11/2003 at 11:39:30 AM.
| Requisitions | » = Required Field
| Solicitations |
Proposal Information
Proposal ADSM-5QRSVQ Solicitation AD040061-A1
#: #:
Sol Tile:  Solicitation Creation
RIS - Supplier Grants Tombs
| Uther | Name:
FScarch ] Created Jon Kopperud/az.gov By Pete Mahnke/Arizona
] By: State Procurement
@. oY Office
= BAFO# 0 Status: Draft
Date 09/11/2003 Date
Created: Submitted:
Negotiation Plan
Criteria Pts
IQ S ':).rtl.(':onformance to Terms & Conditions and to Scope of i
(e i = T 5 Do
il start |J s = H Eovell-deliversd Applicati... |[&]ADOA: SPIRIT - Autom... (S i QONAEEIFS T 11478

When you click on “create” a Proposal Negotiation Plan form is created.

Note the information in the Proposal Information section. The Proposal number, Solicitation
number and Supplier Name are links that return you to the various documents.

Scroll to the bottom of the screen to view the evaluation criteria and the fields that you will
enter negotiation points.
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4} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =l e |

File Edit Visw Favoritss Tools Help |

Back -+ = - Q) 7ot | @hSearch (G Favortes @fMedia &% | Ey- S =

Address I@ htkps: fispirittest. az.gov/ Applicationsf SPIRIT/SR. nsf LI ﬁGn ‘ Links **
.
) — J ] [ )
5
[ Howie — = T5aa0 ice |
o BAFO#: 0O Status: Draft
HEE%.?E;EI Date 09/11/2003 Date
Created: Submitted:
| Solicitations |
Negotiation Plan
Criteria Pts
‘Evaluations | - 1. Conformance to Terms & Conditions and to Scope of
| contracts |
Calegories:
i S Strengths eval uatorfaz.goy {300)
Search fiot 100 srong
Pete MahnkefArizona State Procurement Office (390}
P T Extremely
I
Yeaknesses eval uatorfaz gow {300)
Yet not too weak
Pete MahnkefArizona State Procurement Office (390)
[
m - 2. Key Personnel/Qualifications 262 il
[@& oraft = [ [& [ nternet
dRstart|| | [ @& 51 || ENovel-delivered Appiicati.. |[&7aD0A: SPIRIT - Autom... (= grmw g @D NHEEBFST 11478

This form is like the form used to create the PER. Each evaluators comments and averaged
scores from the evaluation are available for reference when creating the plan.

Type comments or negotiation points in either the "Strengths" or "Weaknesses" field. If you
wish, you may type within both fields.

You must type comments in at least “Strengths” or “Weaknesses” for each of the evaluation
criteria.

Once you have typed in negotiation points into each of the four criteria, you would submit the
plan as either “Draft” or “Complete.” Whether submitted as “Draft” or “Complete” the
evaluators will have access to the “plan” so that all may confer and come to a consensus
when the PO drafts the “Negotiation Request.”

The demo will save this as "Draft" and return to the document to complete it to show how the
plan will appear if you save a draft and return to complete the document.

Leaving the document as the system default "Draft" click on the MI button

Once submitted as "Draft" and back at the proposal, scroll down to the "ltems To Complete"
section at the bottom of the screen.
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2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer == x

File Edt View Favorites Tools  Help
Back - = - @ & | Qisearch [GFavortes Ehvedia B | By S =1 =]

address [{&] hteps:/jspirittest, sz.goviApplications/SPIRITISR nsf

=SPIRII

Automated eProcurement System

[_Home - Lagait : gdami o =
You are logged in as: Questionnaire
Pete Mahnke 5. Supplier Meeting Request(s) Create View NFA
'Requisitions | 8. Negotiations View Not Yet
 Soficitations | Seguied
PR 7. BAFO Request Create = -—-——-—- Mot Yet
Required
VelBeHY Payment Terms
feontracts | Contract Payment Net 20 Contract 12 A.R.O. Days
LeEe Terms: Delivery:
Confidential Information | ?
@m = 2
Rangle Attachment.doc
These pages are maintained by the Arizona State Procurement Cffice
Flease send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

Help
[& B i [ 5 [# miermet
iﬂﬂart”J H & G |J EEMovel-dsiiversd Applicati... | [&7ADDA: SPIRIT - Autom... el DEONXEEAESC. 197 an

View Plan

6. Negotiations - click on the link.

Proposal Negotiation Plan
Solicitation # AD040061-41

Proposal # ADSM-5QRSVQ
aded on 08 at 11:4C

Proposal Information 27
Proposal ADSM-5QRSVO Solicitation AD040061-A1

#. #.

Sol Title:  Solicitation Creation

Supplier Grants Tombs

Name:
Created Pete Mahnke/Arizona PO: Pete Mahnke/Arizona
By: State Procurement State Procurement

Office Office
BAFO# 0 Status: Draft
Date 09/11/2003 Date
Created: Submitted:
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The "Proposal Negotiation Plan" will be in view mode. Click on the "edit" Il icon to open in
edit mode. The PO may be returning to the “plan” to make changes based upon the
discussions with the evaluation committee. Changes can be made on the document until it
has been submitted as “Complete.”

S LL 2 et [ ot | EOY ot WS [ iR
Mot as good as the other supplier

Pete MahnkelArizona State Frocurement Office (90)
$10K higher than Azspo Test

iWe need to getthis down..
VWieaknesses eval uatoraz.goy (90)

Pete MahnkelArizona State Frocurement Office {90)

!
. Totals: 835

Save as: « Draft # Complete

| Submit i Reseti

If the PO is satisfied with the "plan," s/he will scroll to the bottom of the screen, change the
"Save as" to "Complete" and click on the ..S.u.b.ﬁﬂt.j button.

The "Proposal Negotiation Plan" has been created. You are now back at the supplier
proposal that you created the “plan” for.

The next step in the process is to create the actual "negotiation" document, which when
complete, will be routed to the supplier for response.

Scroll down the screen to the “ltems To Complete” section of the proposal.
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43 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _&] x|

Filz Edt View Favorites Tools Help |

aback - = - @ 7t | @search GalFavorites Evedia 8 | Bh- Sb =

address Ig‘lhttps:,l’,isplrlttest.az‘gUVp’ADphcat\UnsiSPIRIUSR‘rvsF ~| @an |Lmks >

YOL: s \ogge.cl:l!ilﬂlas 1. Solicitation Tabulation - View N/A =
Pete Mahnke Items To Complete (For Internal Use Only
1. Evaluation(s) (Printable Eval -—-—-—-—- View Complete
: cahn
ESEIEIEHETE 2. Clarification Request =~ —oemeeeee Not Yet
Required
3. Proposal Evaluation Report View Complete
'Evaluations™ | 4. Supplier References View Complete
"Contracte | Questionnaire
5. Supplier Mesting Request(s) Create View NA,
LU — 6. Negotiations View Plan View Not Yet
| search | Required
7. BAFO Request Create Not Yet
AN 17 Required
Contract Payment Net 20 Contract 12 A.R.O. Days
Terms: Delivery:
Confidential Information | 7|
|&] Complete [ | |5 & ntemet
i#lstart |J & A H EEHovell-dslivered Applicati... I 4 ADOA: SPIRIT - Autom... e DONXEEAES T esa

To create the "Negotiation Request" click on the View Plan link.

/3 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer 1= x|

Fle Edt View Favortes Tools Help |

Sk ]+ - @ 3 | @search [EIFavories @vedia (8 | By S 2

fiddress [&] https: ispirittest. az. gov/Applications/SPIRIT/SR. sk

=SPIRII;

Automated eProcurement System

=] @eo |Links >

el ore e s Proposal Negotiation Plan
Solicitation # ADO40067-A1
: Proposal # ADSM-5QRSVQ

Page loaded on 08/ 003 at 11:41

Proposal Information I
Create MNegotiation Request

- Proposal ADSM-5QRSVQO Solicitation AD040061-A1

| Lontracts | #: #:
jother | Sol Title:  Solicitation Creation
[Search | Supplier Grants Tombs

Name:

e Created Jon Kopperudfaz.gov PO Pete Mahnke/Arizona
By: State Procurement
Office

BAFO#: O Status: Complete

Date 09/11/2003 Date

Created: Submitted:

hano e Criteria Pts =

&) Complete i B i i
i start “ M & H B Hovell-dslivered Applicati... ”m ‘5@”8 GOII N P ST, 1iaeam
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Note in the image above that an “edit” icon is no longer present. The document has been
completed, so it may not be changed. Click on the Create Neqotiation Request link that is now
present.

<} ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =& x|
Fle Edt View Favortes Tooks Help [ |
GBak - = - @ &4 | @search GFavorites  @ivedia 8| By S =1 2]

Address |@] https: ispirittast. az, gov/applications{SPIRIT/SR. nsF ~| a0 |Lmks =

=SPIRII;

Automated eProcurement System

[_Home " Logaut—
MBI EIFS Do) ) Proposal Negotiation Request

Pete hiahnk
_ [PIEi RS Proposal # ADSM-5QRSVQ
'Requisitions | d on 09/11/2002 at 1141 44 AM

[Solicitations ™| o = Required Field

Negotiation Form 2
Evaluatians | Insticions
P — ]

|
[oter |

B
=
ssa |[7 ]
&

o1| |
El

Save as: « Draft < Submit to Supplier for Completion

Submit | Reset |
These pages are maintained by the Arizona State Procurement Office. | |
Please send comments, suggestions, or questions to the Site Administrator
m (c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office &l
[&] Complate [ [& [ ntermet
#hstart ||| 1) & <0 || Enovel-delivered Applicati... || £]AD0A: SPIRIT - Autom... (B @ QAN E RS E. 114sam

The "Proposal Negotiation Request" is very much like the questionnaire forms that you should
now be familiar with.

You will need to include instructions to the supplier for the handling of this document.

Like the other questionnaire format documents, you can ﬁl as many questions fields
as you feel is necessary. If you have included too many leave the last ones blank and they
will not appear in the final document. Type your negotiation questions/comments in the field.
The "Up" and "Down" arrows are available for rearranging your points or questions once you
have added at least one additional field.
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43 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _&] x|

Filz Edt View Favorites Tools Help |

Eback - = - (@ 7t | @search GalFavorites Evedia 8 | Bh- Sb =

address I@https:,l’,isplrlttest.az‘gUVp’ADphcat\UnsiSPIRIUSR‘rvsF ~| @an |Lmks >

SR
&

S

o

d ePro
m Foge [t =
You are logged in as
Pete Mahnke Py
"Requisitions | Negotiation Form 7]
Instructions
| Solicitations | e =
FTOpoOSals
Flease address the issues... =l
agd [T =]
W @1 |1f the state were to... =1
| Lontracts |
= -
| Other | 2 |Wwith regard to Personnel =1
| search |
|
Save as: « Draft # Submit to Supplier for Completion
These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
() 2003 State of Arizona Department of Administration, Arizona State Frocurement Office
Help L
[&] Cor‘nplete : [ | |5 & ntemet =

fjstart |J @ G H [ Howell-dsliversd Applicati. . | &7]ADOA: SPIRIT - Autom... el QONYEEAESC. e

If done and ready to be routed to the supplier, change the status to "Submit to Supplier for

Completion" and click on the Submit button. Otherwise it can be saved as “Draft,” so that
evaluators can continue to view and make verbal or e-mail comments to the PO.
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2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer : _ =] x|

File Edt View Favorites Tools  Help

Back - = - @) & | Qisearch [GFavortes Ehvedia B | By S =1 =]

address [{&] hteps:/jspirittest, sz.goviApplications/SPIRITISR nsf

=SPIRIiI;

Automated eProcurement System

| _Home " Lagoat— -
el Supplier Proposal for Solicitation ADO40061-A1
"Requisitions Proposal #ADSM-5QRSVQ
Com
| SOliCitations | Pade loaded on 09/11/2003 at 11:42:29
Proposal Information
[Evaluations | Proposal #: ADSM-5Q0RSVQ  Status: Complete
Is BAFO? No BAFO #: 0
Looarciend Created By: grant rangle/Grants Supplier Grants Tombs
other | Tombs Name:
foearch | Date Created: 08/25/2003 Date Due: 08/25/2003 03:00 PM
_ Modified By: grant rangle/Grants Date 08/25/2003 02:18 PM
%‘[’ Tombs Modified:
: Total Price: $109,912.13 Date 08/25/2003 02:18 PM
Submitted:
General Information
Title Solicitation Creation
p Solicitation AD040061-A1 Solicitation RFP
hanoa B A MNumber: Tvype: =l
[&] Complete N
dhstare||| ) @ 5 || Enoveldeivered Applicati... |[E]aDDA: SPIRIT - Autom... ool QONYEEIDESE e an

If “Submit to Supplier for Completion” was selected, you will once again be returned to the
proposal.

4. Supplier References @ —————- View Complete

Questionnaire

5. Supplier Meeting Request(s) Create View N/A

6. Negotiations View Plan View Complete

7. BAFO Request Create  -———-—- Not Yet
Required

At the bottom of the proposal in the “Items To Complete” section you now have a “View Plan”
link, as well as a “View” link for the “Negotiation Request” itself.

Click on the Vlﬂ link to see how the "request" appears in the system.
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Proposal Negofiation Requesis
By Proposal Number

Fage loaded on 09/11/2003 at 114235 AM.

| Search

Date Created Neg Req# Proposal# Status Requestor
Fete MahnkelArizona
TR ADSM- ADSM-
[00/11/2003 41:41:44 AM| ERADYS 50RSYO Complete g%e?ieeprocurement
<Previous Documents Next Documents>

The link for access to the "request” is the date and time it was completed. You would click on
08/11/2003 11:41:44 AM to view it. All other info is to the links right.

Proposal Negofliation Request
Proposal # ADSM-5QRSVQ

Fage loaded on 09/11/2003 at 11:42:38 Al

Negotiation Form e

Instructions
Grant,

Please address the issues...
1 Ifthe state were to...
2 With regard to Personnel

The image above illustrates what the completed and submitted “Proposal Negotiation
Request appears in the Spirit system.

Next up; viewing the "Proposal Negotiation Request" once it has been completed by the
supplier.
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Viewing the Negotiation Response.

To Do List

Initially Required Items

ltem Status

i EGTE R R T O —————— View Complete

2.PriceSheet =000 e View Complete

J. Questionnaire @ =00 e View Complete

4. Insurance 0000 mememeeee- View N/A

5.BdBond 0 e View N/A

6. PerformanceBond @ cmemeeee- View N/A

Potentially Required In the Future

1. Clarification Response Not Yet
Required

2. Negotiations = ceemeeeeen Complete

SBEAECE e e e View Not Yet
Required

The "negotiation" has been completed by the supplier.

Once in the appropriate suppliers proposal, scroll down to the "To Do List." Within the "To Do
List" is the section entitled "Potentially Required in the Future." You may remember that this
was where you viewed the "Clarification Response" in the other suppliers proposal.

When the negotiation is complete you will receive an e-mail notification from the Spirit
System. Had you followed the link within the e-mail, it would have opened Spirit at the log in
screen. Once logged in, you would have been routed directly to the "Negotiation Response."

Click on the "View" link to see the response to the negotiation.
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Proposal Negotiation Reponses

By Request Number
Fage loaded on 09/11/2003 at 12:11:08 PM.
[ Search
Date Requested MNeg Res # Status Requestor
DS/TI/2002 114228 AM £ s, Complete cte MankeiAfizona State
=Previous Documents Next Documents=

The “Proposal Negotiation Responses” screen opens, Click on the link (2911/2003 11:42:78 Al)
to open the response. Image previous page.

Negotiation Response
Proposal # ADSM-5QRSVQ
Solicitation # AD040061-A1

ed on 09/11/2003 at 121111 PM.

Negotiation Questions
Instructions

Grant,

Please address the issues...
Questions

1. If the state were to...

| don't see why...

2. With regard to Personnel
My brother-in-law...

You are then able to read the suppliers response to the "Proposal Negotiation Request.”

As you have created a negotiation request and received a response, the system requires that
you go through the BAFO process.
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BAFO

Going BAFO

Items To Complete (For Internal Use Only)

1. Evaluation(s) (Printable Eval - View Complete

COl

2. Clarification Request Not Yet
Required

3. Proposal Evaluation Report - View Complete

4. Supplier References - View Complete

Questionnaire

5. Supplier Meeting Request(s) Create View N/A

6. Negotiations View Plan  View Complete

7.BAFORequest = [Creatg] -—- Not Yet
Required

Based upon the evaluation and the negotiations the PO has decided to go to BAFO with this
supplier.

When the PO creates a BAFO, the Spirit System creates a questionnaire for the PO to set up
to send to the supplier. The supplier receives notification of BAFO, which directs them to the
document to view. Once they click on "Submit BAFO," the system generates a duplicate of
their original proposal with additional BAFO related access. The supplier is then able to
readdress everything within their proposal.

To create a BAFO scroll down to the "ltems To Complete" section within the appropriate
suppliers proposal and click on the CI’EEJ.'E link at 7. BAFO Request
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BAFO Request
Proposal # ADSM-5QRSVQ

ed on 09112003 at 12:04:05 Phd.

@ = Required Field

BAFO Request e

Instructions

o Due Date: |- ~||- ~]]- -]

add [T~
¢1‘ ]

Save as: # Draft © Submit to Supplier for Completion

Submit | Reset |

The "BAFO Request" form or questionnaire is generated. This form should be considered as
a means of writing a BAFO letter. It's functionality is like the other questionnaire based forms
you will work with in the Spirit System.

The PO must select a due date for the suppliers response from the "Due Date" drop down
menu. If the supplier responds earlier than the "due date," the system allows the PO and
evaluators to begin the evaluation of the "BAFO Response." If the supplier does not respond
in time, evaluation is still possible. The Spirit System will not deny the supplier the ability to
submit the response as it denies a proposal response after the "close date" for the original
solicitation.

Type in the necessary instructions. Consider this area as the body of the BAFO letter.
The PO types in the first area of the proposal s/he wants the supplier to address.

Just like previous questionnaire forms in the Spirit System, the PO can add as many

additional question fields as is necessary by clicking on the M button.

Type in the second field created (the final image of this BAFO questionnaire will have four
issues for the supplier to address). As with other questionnaire forms, leave any extra that
you did not use at the end of the form.

You will always want to include one last field to instruct the supplier to make note of any
changes they have made in their BAFO response from the original proposal.
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BAFO Request e

Instructions
o Due Date: |9 =] |11 =] 2003 ~]

¥ou have heen selected to receive.... ;I
I
Add I'I "l
] 1 Please address... ;I

[

2 Your methodology... ;l _ﬂ _”'
B

3 Pricing... j__j +[+]
[

4 Please make note of any changes wou have made in your BAFO ;I

response from the original prnpnsal.l

B

A finished BAFO questionnaire may look something like the above image (hopefully it would
be a little more detailed).

Note: use the to rearrange any questions (if necessary).
Once complete, change the status to "Submit to Supplier for Completion" and click on the

Had the PO saved it as "Draft" the evaluators would have been able to review the document
prior to routing it to the supplier.

The "BAFO Request" has been completed and submitted to the supplier. You are now back
at the suppliers proposal.

Next up, dealing with the "BAFO Response."
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BAFO Response

AD040061-A1 - Solicitation Creation

Grants Tombs ELSUE. RFP Complete (BAFO) 08/25/2003
Grants Tombs pLel | RFP Complete 09/11/2003
Joe Azspo Test FUSME . RFP Complete (BAFO) 08/25/2003
loe Azspo Test Bkt - RFP Complete 09/11/2003

As with other steps in the process, the PO would have received an e-mail notification from
Spirit regarding the completion of the BAFO by the supplier.

Note the proposals listed under the solicitation. The original proposal ADSM-5QRSVQ has a
status of "Complete (BAFO)." The BAFO in parenthesis indicates that it has gone into the
BAFO process. For all intents and purposes, this proposal is no longer active; although it can
be viewed. The new document is ADSM-5QRSVQ-1. This is the proposal that was created
by the supplier when they clicked on the "Submit BAFO" link to respond to the request.

It is this document that the rest of the evaluation will be based on (unless you go BAFO
again).

Once the PO and evaluators have reviewed the response, it is up to the PO to create a PER
based on the BAFO. But more on this later in the process.

Both suppliers were sent "BAFO Requests" however, the manual will only cover addressing
one of the two.

Click on the "BAFO Proposal" link
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Supplier Proposal for Solicitation AD040061-A1
Proposal #ADSM-5QRSVQ-1
BAFO Complete

Fage loaded on 021 1/2003 at 12:29:16 P,
Proposal Information
Proposal #: ADSM-5QRSVQ-1 Status: Complete
s BAFO? Yes BAFO #: 1
Created By: grant rangle/Grants Supplier Grants Tombs
Tombs Name:
Date Created: 09/11/2003 Date Due: 09/11/2003 03:00 PM
Modified By: grant rangle/Grants Date 09/411/2003 12:21 PM
Tombs Modified:
Total Price: $ 83,850.00 Date 09/11/2003 12:21 PM
Submitted:

The "Proposal Information" section contains some new information. "ls BAFO?" now

indicates YES and "BAFO #" indicates 1.

Scroll down to the “To Do List.”

To Do List

Initially Required ltems

ltem

A. Previous Proposal @ = - View
B. BAFO Questionnaire @  ~  ———-—- View
1:0ffer e View
2.PriceSheet = e View
3. Questionnare @ =00 View
4. Insurance 00 e View
5 BdBend: - e View
6. PerformanceBond = - View

Status
N/A
Complete
Complete
Complete
Complete
N/A
N/A
N/A

The "To Do List" now contains two additional options "A. Previous Proposal" and "B. BAFO

Questionnaire."

For reference, while in the BAFO proposal, the PO (and evaluators), can click on the Vlﬂ

link to route to the previous proposal.

Click on the MIEW jink of B. BAFO Questionnaire to view it. Clicking on any of the other
links will open those areas. As this is the suppliers BAFO proposal/response, any changes

made by them would be in this new proposal.
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BAFO Response
Proposal # ADSM-5QRSVQ
Solicitation # AD040061-A1

BAFO Questions 7

Instructions

You have been selected to receive....
Questions

1. Please address...

We hope that...

2. Your methodology...

We have edited the methodology...

3. Pricing...

LI 1 has been reduced to $8,900.00

LI 2 has been reduced to $7,495.00

4. Please make note of any changes you have made in your BAFO
response from the original proposal.

Changes have been noted within each question.
We also....

The "BAFO Response" form opens, allowing for the review of responses to the points or
questions included in the "BAFO Request."

Click on the ﬁ button or the windows X to return to the BAFO Proposal when done
viewing the responses.

. . Cloge . .
Note: the image of the response does not include the A button or windows X that is
available on the actual screen.

You must consider this an entirely new proposal in the sense that any changes the supplier
made while responding to the request were made in this document.

The Offer and Acceptance form is new as well. The supplier was required to accept
responsibility of making good on this BAFO as s/he did in the original proposal.

If changes were made to the price sheet, this price sheet will reflect those changes.
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To Do List

Initially Required Items

ltem Status
A. Previous Proposal @ = - View N/A
B. BAFO Questionnaire @ = - View Complete
1.Offer e View Complete
2. Price Sheet = e View Complete
3. Questionnaire = - View Complete
q. Insuyrance...... = | - View N/A
5.BdBond e View N/A
6. Performance Bond = - View N/A
Click on the Vlﬂ link to review the price sheet.
4} SPIRIT: Price Sheet - Microsoft Internet Explorer 1ol x|
# Commoeodity Code Description = . Unit -
L Cm Code Commodity Code ltem Description Mais e BRI a8 Price
ltem #
Motor Scooters and Trucksters,
0070-0020 Electric Powerad (Including Golf
1 Carts and All Terrain Yehicles) Shevlapoodle FP 1 $8,900.00
0070-0020- .
0002 All Terrain
MWotor Scooters and Trucksters,
0070-0020 Electric Powerad (Including Golf
2 Carts and All Terrain Yehicles) Rammelpoolshank FP 10 $ 749500
0070-0020-
0001 MWotor Scooters
Total: $ 83,850.i
Close i Feload i
These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or questions to the Site Administrator &5
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office -
4] | L’—l

Note that the pricing has indeed been reduced.

Clickonthe =777 button to return to the "BAFO Proposal."
Once all documents have been reviewed scroll down to the “ltems To Complete” section.
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3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

File Edt Wiew Favorites Tools Help

4Back - = - @) 2% | ‘@ search  [GlFavorites  @Media £ | BE-S

Address |:g‘| https:fspirithest a2, gow/Applications)SPIRITISR. nsf j ﬁGn |L|nks 2
é-’iil"'v't;}‘,_t ™ -
You are logged in as 1. Solicitation Tabulaton @ - View N/A
Fets Wahnke Items To Complete (For Internal Use Only)
| Requisitions | 1. Evaluation(s) {Printable Eval =~ - View Complete
[ Soficitations | con
2. Clarification Request = e Not ‘!’et
Required
: 3. Proposal Evaluation Report Create  -————- Pending
| Evaluations | 4. Supplier References = e e Pending
[Contracts™ | Questionnaire
T T — 5. Supplier Meeting Request(s) Create View NA
6. Negotiations = e e MNot Yet
[ Searchi | Required
@ . 7.BAFORequest @~ —eem e Mot Yet
. Required
Contract Payment Net 20 Contract 12 A.R.O. Days
Terms: Delivery:
Confidential Information |7

[& [T & @ meemet
i#start||| ] & 51 || ENoveldsiversd Appiicati,.. |[£]aD0A: SPIRIT - Autom. Gy @ONMEEARG T 1zsrm

The next step in the process is to create a PER based upon the "BAFO Response."
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BAFO Proposal Evaluation Report

With the creation of the "BAFO Request" and the receipt of the suppliers "BAFO Response"
you now, in essence, have a new proposal.

It is now necessary to create a PER based upon the BAFO. When the "Create" link is clicked
on, Spirit will generate a new PER based upon the previous evaluation. The scores for each
of the criteria will be the scores that the system initially calculated based on evaluators scores
and comments for the original evaluation. If you, the PO, opted to adjust any of the scores,
for the previous PER they will not be apparent in those reproduced by Spirit.

The BAFO evaluation process differs from the original in that no individual evaluations or the

forms are generated. The evaluation at this point begins with the PO and the generation of a
PER.

) ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer : i =12 =

File Edt ‘iew Favorites Tools  Help ‘

d=Back - = - @ &4 | Qisearch [GalFavorites @vedia 8 | By S =1 2]

address [&] hteps:/jspirittest, sz.goviapplications/SPIRITISR nsf

=SPIRII;

Automated eProcurement System

Yau are \ogge'é!%ha-s; 1. Solicitation Tabulaton ————- -
Pete Mahnke Items To Complete (For Internal Use Only)
| Requisitions | 1. Evaluation(s) (Printable Eval =~ -—--—--- View Complete
[ Sclicitations | con
2. Clarification Request = ————  ——un Not ‘_(et
Required
3. Proposal Evaluation Report Create = ---—-—-—--- Pending
LowEusEaD 4. Supplier References = —en e ee Pending
fcontracts | Questionnaire
T — 5. Supplier Meeting Request(s) Create View N/A
6. Negotiations = —eeem e Not Yet
EREE Required
@w T 7.BAFO Request | e e Not Yet
Pvos gl Required
Contract Payment Net 20 Contract 12 A.R.O. Days
Terms: Delivery:
Confidential Information | ¢
[4&] https:fspirittest. a2, govinpplications/SPIRIT/FRO. nsFiProc?Opentl oginfiction=CreateEvalReportPro?Opent ogindDocumPro=ADSM-SRACG li li rg |4 Internet
dhstare||| ) @ (51 || Enoveldeivered Applicat... |[E7ADDA: SPIRIT - Autom... Eeap @ONTEEREESE 1241 m
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a ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer

! =18l =
Filz Edt View Favorites Tools  Help |
EBack ~ = - @ at | @ search [hlFavorites EiMedia 4 | E-S =
Address |g‘| https:ispirittest. a2 gov/spplications/SPIRIT/SR. nsf j @G0 |Lmks =
» ~
e Proposal Evaluation Report
Solicitation # ADOL006T-AT
Proposal # ADS
[ SOliCTtations | don /200 F Fh.
o = Required Field
[Evaluations | Praopasal Information
Proposal ADSM-5QRSWVO-1 Solicitation AD040061-A1
| Lontracts | #: #:
B Sol Title:  Solicitation Creation
Search | Supplier Grants Tombs
Name:
oy a2 Created Pete Mahnke/Arizona PO: Pete Mahnke/Arizona
o By: State Procurement Office State Procurement
Office
BAFO #: 1 Status: Draft
Date 09/11/2003 Date
Created: Submitted:
Help Proposal Evaluation Report
_____ o S Criteria (Points) o Pts Max |
|®j Dane lililg “ Internst
i#lstart |J M & A H [ Hovel-delivered Applicati... I &7ADDA: SPIRIT - Autom... el QONMEECRS T 1zam

Note that this PER is based upon the new proposal.

Scroll down the screen to the "PER" section that allows for the entry of evaluation comments.
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2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer i = |
File Edt View Favorites Tools  Help
=Back - = - @) & | Qisearch GFavortes Ehvedia B | By S =1 =]

Address |@‘| https:fjspirittest 52, gov fApplications /SPIRIT/SR . nsf Ll Go |L|nk5 2

SPIRIIT
e L
\_
Automated eProcurement System
Fome ™ T Loao0 = g Ers. ]
You are logg Date 09/11/2003 Date
Pete Mahnke Created: Submitted:
Requisitions |
Proposal Evaluation Report
Proposals | Criteria (Points) o Pts  Max
: Pts
: -: 1. Conformance to Terms & Conditions and to Scope | EFll| | 400
of Work

| Lontracts | Categones
T Strengths eval uatorfaz qov (300}

Mot too strong
[ Sedrci |
Pete tahnkelArizona State Procurement Office {390)
i e Extremely...

s -

I
Weaknesses eval Uator/az qoy (300

Vet not too weak
Pete Mahnke/Arizona State Procurement Office {390)
J

Help -: 2. Key PersonneliQualifications .

[&] pene ' S [ | |5 @ mntemet
iﬁﬂart”J & |J EEMovel-dsliversd Applicati... | [&7ADDA: SPIRIT - Autom... el HONYEEAESE. 1zam

As noted previously, the score is the original average of the evaluators scores based up the
original proposal.

Evaluators comments and scores from the previous evaluation are included.

Enter comments appropriate to the PER for the BAFO. As with any previous PER, once
complete, it will be routed to the evaluator(s) for their approval. Once approved, the PO will
make the final approval of the report and the process will then be able to continue.
REMEMBER to have the evaluators review the PER prior to submitting for their approval.

The PO must adjust the score. At least to the level of the previous PER. If warranted, the
score can be increased based upon the BAFO response.

Of course it is possible the score could go down as well.

Comments for the other criteria must be entered as well. Adjust the scores as necessary as
well.

If this category was not an issue or improved, you can note that and enter the same
comments in the previous PER.
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2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer i = |

File Edt View Favorites Tools Help
Back - = - D) & | Qisearch GFavortes Ehvedia B | By S =1 =]

address [{&] hteps:/jspirittest, az.goviApplications/SPIRITISR nsf ~| e |L|nk5 »

=SPIRII;

Automated eProcurement System

[—Home T Iagan -l
Yousr? \oh%]gﬁdkm £ Pete tahnke/Arizona State Procurement Office (90)
It el e $10K higher than Azspo Test
| REqUISILIONS |
m IGreat improvement
Weaknesses eval uatorfaz gov [90)
FIroposals
‘Evaluations | Pete Mahnke/Arizona State Procurement Office (90)
| Lontracts | I
[Other =] Totals: - 1000]
[ Sedrci |
Evaluator Approvals Hpprove
M Save as: © Draft # Submit to Evaluators for Approval
Rt |
These pages are maintained by the Arizona State Procurement Office
Flease send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office
Help

[& e [ | |5 @ mntemet
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If ready for the evaluator(s) approval, change the status to "Submit to Evaluators for

Approval," and click on the Ml button to complete.

Once submitted as complete you will be returned to the suppliers proposal.
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BAFO Proposal Evaluation Report Approval

ADD40081-A1 - Solicitation Creation

Grants Tormbs BLELE  RFP Complete (BAFO) 08125/2003
Grants Tombs %Q_q REP  Complate 09/11/2003
Joe Azspo Test EDSN - RFP Complete (BAFO)  08/25/2003
Joe Azspo Test EOSlE | RFP Complete 09/11/2003

The evaluator(s) approval is complete. The PO must now give the final approval of the report.
Return to the “My Proposals” section of Spirit.

ADSN-

Click on the Proposal number link 2QRSVO-1 . Once in the proposal, scroll to the bottom
of the screen to the "ltems To Complete" section and click on the "View" link for the PER.

-3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =181 %

File Edt ‘iew Favorites Tools  Help ‘ 5

d=Back - = - @ &4 | Qisearch [GalFavorites @vedia 8 | By S =1 2]

address [&] hteps:/jspirittest, sz.goviapplications/SPIRITISR nsf

=SPIRII;

Automated eProcurement System

YOL: are \ogge'é!!%ua-s' G -
Eck Ml 1. Solicitation Tabulation = —-— View N/A
"Requisitions | Items To Complete {For Internal Use Only)
1. Evaluation(s) (Printable Eval ----—--—- View Complete
| Solicitations | col
2. Clarification Request ~  —omeeemm | oo Not Yet
Required
'Evaluations™ | 3. Proposal Evaluation Report ~ —----mmm- iew Pending
fContracts Evaluators
Approval
RS 4. Supplier References Create  -———- Pending
(Search™ | Questionnaire
5. Supplier Meeting Request(s) Create View N/A
@m‘aﬁ 6. Negotiations = e e Mot Yet
: Required
7.BAFORequest @~ —eem e Not Yet
Required
Contract Payment Net 20 Contract 12 A.R.O. Days
Terms: Delivery:
[4&] https:yspirittest.az. govinpplications/SPIRIT/FRO. nsFiProc?Opentd ogintction=DochurnfADSM-SRAQKG?Opentl ogin li li rg |4 Internet
dhstare||| ) @ (5 || Enoveldeivered Applicat... |[E7ADDA: SPIRIT - Autom... (Eeml @ONTEERTS G 124 m

Click on the 'V-Iﬂ link to “View” and “Approve” the PER for this supplier.
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TR,
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[—Home —"T5q8 ey - |
You are logged in as Still not perfect, but better
Pets Mahnke 4. Cost H
| Requisitions | Catagonas:
[Solicitations | Strengths eval Uator/az qgow (90)
Mot as good as the other supplier
Proposals
Pete Mahnke/Arizona State Procurement Office (90)
$10K higher than Azspo Test
| Evaluations |
Great improvement
Ontracts Weaknesses eval uatorfaz gov [90)
B e
(Search Pate IMahnke/Arizona State Procurement Office (90)
@ <aleies Totals: -—-_11000]
Evaluator Approvals
eval uatorfaz gow on 09/11/2003 at 12:36:12 PM
These pages are maintained by the Arizona State Procurement Office
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(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office
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Scroll to the bottom of the screen and click on the ﬂl button. The PER is now
complete. For the sake of the manual, the approval of the PER for the other supplier is not
included, but has been done.
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Award Tabulation
The next step in the process takes place back at the solicitation.

To generate a "Tabulation" that allows you to select and award line items, you must first
create a "Solicitation Evaluation Report." Spirit does most of the work once you click on the
"Create" button.

From the "My Solicitations" list, click on the appropriate solicitation number link

ADOA00E]-

M Once in the solicitation, scroll down to the "Related Documents\Information"
section.

2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _ =] x|

File Edt Wiew Favorites Tools Help
d=pack - = - @D & | Qisearch [GFavortes Ehvedia B | By S =1 =]

address [{&] hteps:/jspirittest, sz.goviApplications/SPIRITISR nsf

=SPIRIiI;

Automated eProcurement System

You are logg

Pete Mahnke Related DocumentsiUnformation (For Internal Use Only)
1. Amendment(s) Create View
2. Tabulation View
3. Proposals View
4. Evaluation(s) View
5. Proposal Evaluation Reports View
A 6. Solicitation Evaluation Report Create @ ———-—-
R — 7. Tabulation
| Contracts | 8. Contract
| Other |
LCE—
I've added the Line ltem you requested.
A -y
v 0K, thank you. Locks good to me.
Approvals
PO FPete Mahnkel/Arizona State 08/25/2003
Procurement Office 121211 P
Customer.Pete Mahnkel/Arizona State 08/25/2003
Help Procurement Office 1210:27 P i
|ej. i i N
dhstare||| ) @ 5 || Enoveldeivered Applicati... |[E]aDDA: SPIRIT - Autom... sl QONYEEAS T som

Click on the "Create" link to generate the "Solicitation Evaluation Report" or SER.
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Solicitation Evaluation Report
Solicitation # AD040061-A1

ad on 09/11/2003 at 02

Evaluation Criteria Ke H
Evaluation Criteria i

Fuoints
iZ1. Conformance to Terms & Conditions and to Scope of Worlk 400
iZZ2. Key PersonnelfQualifications 300
iZ3. Methodology 200
iZ4 . Cost 100

Please select the proposals you would like to view in the Tabulation

Screen
Supplier Report Total C1 c2 C3 C4
I™ Grants Tombs Report 840 350 262 138 a0
I Joe Azspo Test Eeport 820 338 262 120 100
™ Grants Tombs Report 885 365 280 150 90
™ Joe Azspo Test Eeport 812 338 262 112 100

Submit | Reset |

The SER has been created.
Note the statement: Please select the proposals you would like to view in the Tabulation
Screen.

The SER is a report that displays the final evaluation numbers for the proposals.

It contains the "Initial Proposal" evaluation points and the "BAFO #1" scores. To award a
contract(s) you must create a "Tabulation," however, prior to that you must select the
proposals that you want to be available for selection.

Since the "Initial Proposal" is no longer appropriate due to BAFO, you would select from the
"BAFO #1" proposals. Although nothing prevents you from selecting them all.

The "Report" links bring you to the PER.

Click within the checkbox to select the proposal(s)
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2} ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _ =] x|
File Edt Wiew Favorites Tools Help ‘

Back - = - @ & | Qisearch [GFavortes Ehvedia B | By S =1 =]

Address |@ hitps: jjspirittest, az, govfApplications SPIRIT/SR . nsF

=SPIRII;

Automated eProcurement System

~| e |L|nk5 =

[—Hare — = I5han : -
You are \oggetj \r:aS' 1. Conformance to Terms & Conditions and to Scope of Work =
Pete Mahnke 2. Key PersonnelfQualifications 200
= 3. Methodology 200
| Requisitions | C4 Cost 100
| Solicitations |
Please select the proposals you would like to view In the Tabulation
Screen
[Evaluations | Supplier Report Total C1 c2
[Contracts | Initial Proposal
L P [ Grants Tombs Beport 840 350 262 138 a0
[Search™ | I~ Joe Azspo Test Report 820 3338 262 120 100
ﬁa BAFO #1
1 ¥ Grants Tombs Eeport 885 365 280 150 a0
¥ Joe Azspo Test Report 812 338 262 112 100
Relp
m Thasea naness are maintainad b the Ariznna Stare Prociremeant Office =l
[&] Dene N
;start”J & a |J B Movell-delivered Applicati... |[Z]ADDA: SPIRIT - Autom... el MONZEEMRST. som

Once you have placed checkmarks in the appropriate checkboxes, click on the Ml
button.

You are now back at the solicitation. The "Tabulation" can now be created.

Scroll down to the "Related Documents\information" section of the solicitation.
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2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer e =T S|
Fis Edt WYiew Favortss Tools Help
=Back - = - @) & | Qisearch [GFavortes Ehvedia B | By S =1 =]

address [{&] hteps:/jspirittest, sz.goviApplications/SPIRITISR nsf ~| e |L|nk5 =

=SPIRIiI;

Automated eProcurement System

[ Home T Igant |
You are logged in as: h -i
= FHR NS ScopeSpec.doc

wotElBE Req Attachment 1.doc

| >olicitations | ADO40061-A1 .pdf
Related DocumentsiUnformation (For Internal Use Only)

1. Amendment(s) Create View

[Evaluations | P e — View
3.Proposals e View

| Lontracts | ; =
4. Evaluationsy = e View

oLl 5. Proposal Evaluation Reports = e View

(search | 6. Solicitation Evaluation Report - View
7. Tabulation @ ----------

ﬂwm 8. Contract m | e
Solicitation Review Comments
I've added the Line Item you requested.
OK, thank you. Looks good to me.
Help
m Approvals =l

& - N
iﬁﬂart”J H & G |J EEMovel-dsiiversd Applicati... | [&7ADDA: SPIRIT - Autom... e HONZEEARSE  som

NOTE: if you found it necessary to change the proposals selected for the SER, click on the
"View" link. The selections are not locked in and can be changed if a contract has not been
created.

The same is true of the Tabulation. If you select the wrong line items to award, yet have not
created a contract draft you can make new selections in the SER and Tabulation.

Click on the M link at 7. Tabulation to generate the "Tabulation."
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Tabulation By Group
Solicitation # AD040061-A1

Tahulation By Line ltems

Grouping:
Solicitation Evaluation Report
: = Unit Ext
Supplier Manufacturer Qty % Price Price
1 0070.0020 Motor Scooters and Trucksters, Electric Powered (Including Golf Carts and All Terrain
Yehicles)
0070-0020- .
0002 All Terrain
Grants Tombs Shevlapoodle 1 $8,900.00 $8,900.00 [ Award
Joe Azspo Test Flesbell 1 $ 7.800.00 $ 7.800.00 [ Award
3 0070.0020 Mot-_:)r Scooters and Trucksters, Electric Fowered (Including Golf Carts and All Terrain
Vehicles)
0070-0020-
0007 Motor Scooters
Grants Tombs Rammaelpoolshank 10 $ 749500 $ 74.950.00 [ Award
Jog Azspo Test Fleebell 10 $9.215.00 $ 8215000 [ Award

Submit | Cancel | Reset|

The tabulation incorporates the line items from each of the suppliers selected in the SER.
The Solicitation Evaluation Report link, if clicked on, would return you to that report

so that you could view the scores. At the tabulation, click within the appropriate checkboxes

to select the Line Item(s) to award. You could select one from each supplier if that was
appropriate.

Click on the M button once the selections have been made.

NOTE: You may change these selections prior to creating a contract. They are not
permanently locked in at this time.
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2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer — =] x|

File Edt Wiew Favorites Tools Help

Back - = - @ & | Qisearch [GFavortes Ehvedia B | By S =1 =]

address [{&] hteps:/jspirittest, sz.goviApplications/SPIRITISR nsf ~| e |L|nk5 23

=SPIRII;

Automated eProcurement System

e =l
You are logg
Pete Mahnke ScopeSpec.doc
Req Attachment 1.doc
AD040061-A1 .pdf
Related Documentsinformation (For Internal Use Only)
1. Amendment(s) e View
2.Tabulation ... | e View
e — 3. Propogals e View
| Lontracts | g Bvalugbionrsy o ] e View
A LI E s 5. Proposal Evaluation Reports View
[Search | 6. Solicitation Evaluation Report View
7. Tabulation View
@wm 8Contract = \Create )  -———
I've added the Line Item you requested.
OK, thank you. Looks good to me.
hano o Approvals d|
& N
dhstare||| ) @ 5 || Enoveldeivered Applicat... |[E]aD0A: SPIRIT - Autom... sl QONYEEATS T o

After submitting the “Tabulation” you are returned to the solicitation. Scroll back down to the
"Related Documents\Information" section of the solicitation to create the contract.

8. Contract now has a “Create” link. The contract(s) can now be assembled.
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Contracts

Contract Creation
This section covers creating a contract in Spirit.

Just prior to this step you checked off the line items to award from the Tabulation containing
the suppliers you selected from the SER.

One way in which contracts differ from what we're familiar with is the "Main Contract." Below
in the Related Documents\information" section of the solicitation. When you click on the
"Create" button for number 8. Contract the system generates the "Main Contract." This "Main
Contract" contains the information that is common to all the suppliers awarded contracts. You
select the "Term of Contract," "Delivery," and select whether the contract is extendable and
for how long. The "Main Contract" allows for the attachment of common documents relevant
to all contractors; be sure to attach all the files relevant to all suppliers on this contract.
Once you complete the main contract you will not be able to attach further documents,
however, you still will be able to attach files to the individual supplier contracts.

Once the "Main Contract" is submitted as complete, Spirit generates the individual supplier
contracts. These contracts inherit all the common data contained in the "Main Contract," with
the added functionality of attaching documents appropriate to the individual contractor’s
contract. Amendments specific to an individual contractors contract are created from this
contract.
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<2 ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =121x|

Fla Edt View Favorites Tools Help |

EBack - = - @ & | @search GFavortes Evedia 8 | By S =1 =

address [&] https: ispirittest.az. govfApplications/SPIRIT/SR. nsf

=SPIRII;

Automated eProcurement System

| e |Lmks =

L TR -
You are logged in as ScopeSpec.doc -
Fete Mahnke Req Attachment 1.doc
[Requisitions | AD040061-A1.pdf
| Solicitations |
Related Documentsiinformation (For Internal Use Only)
1. Amendment(s) - View
2. Tabulation View
:
e 3. Proposals View
[ EValuations | 4. Evaluation(s) View
5. Proposal Evaluation Reports View
T O —] 6. Solicitation Evaluation Report View
L — 7. Tabulation e View
8. Contract Create @ -
@Wﬂ(l Solicitation Review Comments
I've added the Line ltem you requested.
OK, thank you. Looks good to me.
Approvals
PC: Pete Wahnke/Arizona State 08/25/2003
h o D arcar-ri Drocuramant (Diffica A2 A2 11 Dha LI
&1 [ [ [& [ mtermet
Hstart||| 1) @ 1 || Ewovel-dsivered appicati... |[£]AD0A: SPIRIT - Autom... [E e DONMEEARSE  aosem

8. Contract

Click on the M link to generate the "Main Contract."

Page 221 of 244



Contracts

POPMPA Section 6

<2} ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer _|&| x|

Fla Edt View Favorites Tools Help |

¢mBack ~ =

- & | @search GFavortes Evedia 8 | By S =1 =

address [&] https: ispirittest.az. govfApplications/SPIRIT/SR. nsf

| e |Lmks =

=SPIRIi;

Automated eProcurement System

[ Hofie — T Lopout ; -l
You are logged in as
Pete Mahnke doe joaclel O o
[Requisitions ™ = Requfred Field
| Solicitations | :
— Document Information 2]
Type: Main Amendment:No Amend. 0
#:
Requisition ADSM- Solicitation AD040061- ContractADO40061-
| Evaluations | #: 5QNUQB #: Al #: Al1-0
Created By: Jon Kopperud/az.gov Date 09/11/2003
A Created:
[SIUTE Tsssmssssnea] :
PO Pete Mahnke/Arizona Date
| Search Assigned: State Procurement Office Completed:
PM Rex MartinfArizona State  PA Katherine
@Wﬁﬂ Assigned: Procurement Office Assigned: Babonis/Arizona State
- Procurement Office
Gov't Entity: Arizona State Type: Agency
Procurement Office
Process Pending Contract Status: Draft
Status:
|&] pone [ [ [& [ mtermet
igfstart |J ] & 5 “ [ Hovell-delivered Applicati. .. | £ ]MDOA: SPIRIT - Auton... [E e DONMEEARSE  aosem

The "Draft" of the contract to the solicitation is created.

The "Document Information" section includes all relevant information to the solicitation. The
requisition, solicitation and “created by” are links to those documents. This "Main Contracts"
number is the solicitation number followed by -0. Each additional supplier contract will be -1, -
2 and so on.

Note that at the bottom of this screenshot: "Process Status:" is "Pending Contract" and the
Status of the "Main Contract" is "Draft."
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7} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer o =1 3]

Fls Edt View Favortes Tools Help | ¥

Epack - = - @D 23| Qsearch Favortes @reda A | By S =1 5

[Horie 15350
You are logged in as
Fete Mahnke
| Requisitions |
| Solicitations |

Froposdls

Address [{&] https://spirittest, az.gov/Applications/SPIRIT/SR.nsF

= pa ‘L\n)s E

=SPIRIT;

Automated eProcurement System

Contract Information H |
NOTE: As a State Agency, you are only allowsd to use contracts that are either Statewide
Contracts or contracts that are assigned to your Agency. You are not allowed to use other
Agency Contracts.

o Start Date: [s =] [T =][2003x] EndDate:  09/11/2004

Term: 1 Years) =] FOB:

I~ Contract Extension Allowed @ Max 1 Vearis) =]
Extension*:

Mote: Max Extension Period is only required when Contract Extensions are allowed.

Solicitation Information 7
Title:  Solicitation Creation Type:RFP
Description:

Solicitation creation
Sections - Clauses
Special Instructions

Special Terms and Conditions
Uniform Instructions

Uniform Terms and Conditions
Other Data
* Price Sheet

han - = |
[&] pone [ [ & |4 mtemet
dhstare | ] @ 5 || Enovelhdelvered appicat. . |[£]nD0A: SPIRIT - Autom.. E@e i HONZELRMSE  sosm

The "Contract Information" section is where you will enter some of the information common to
all suppliers on contract. The "NOTE," regarding contract extension period is viewable to

outside users.

You may select a different "Start Date" if appropriate, from the drop down menu.

If contract extension is allowed, click within the checkbox to indicate it.

Contract "Term" should be entered. The drop down menu allows for selection of year(s) or

month(s)

Type in the delivery information.

Enter the maximum extensions allowed. Year(s) or Month(s) can be selected from the drop

down.
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File Edt Wiew Favorites Tools  Help |

EBack - = - @D A | @uoearch  GFavoriies Fmedn (8| 5y S =1 2

Address I@https:Hsp\rittast‘az.gnv,iApplicat\nnsfSP[RITISR.nsF ~| @G |Lirvl<5 2

=SPIRIi;

Automated eProcurement System

[_Home T LoRo0t — icitati i B
You are logged in as: Sllt:ltatlon Ifrmatlun =
Pate Mahnke Title: Solicitation Creation Type:RFP
| Requisitions | DsEHpuon:
EolCIatons | Solicitation creation
Sections - Clauses
Special Instructions
T Special Terms and Conditions
Uniform Instructions
| Evaluations | Uniform Terms and Conditions
 Contracts | GthcrBata
el — [ Price Sheet
Attachments | 7
i - Add Remowve
e SiH e ScopeSpec.doc
Req Attachment 1.doc
ADO40061-A1 .pdf
AN CONtracts .|
End Date Amend Amend #

Contract # Supplier Status Start Date
m ADDANNG1-A1-0 Main Diraft 09112003 09711/2004 ey 0 =l

B e e
igstart”J ] & 4 |J [ novel-delivered Applicati... I £]ADOA: SPIRIT - Autom... (£ § @OINMEEBFB T 05w

The "Solicitation Information" section contains basic solicitation information. You would be
able to view any of this by clicking on the solicitation number link at the top of this contract.

"Other Data" *Price Sheet is the contract price sheet. In this "Main Contract" each suppliers
line items are listed with links to more detail. When the individual contractors contracts are
viewed, you may notice there is more documentation in this section. This additional
information will also be links and will include the "Offer & Acceptance," supplier specific "price
sheet" and any "BAFO" document if created.
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2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer = |
File Edt Wiew Fsvorites Tools Help | g
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Address [&] https: /fspirittest a2.gov/Applications/SPIRIT/SR. nsf | e |L|rvl<5 >

=SPIRIi;

Automated eProcurement System

5 |

[~Wome T IBHou URITOINT TASTrUCtons
‘You are logged in as Uniform Terms and Conditions

Pete Mahnke Other Data
| Kequisitions | * Price Sheet
| Solicitations |

Add Remove

ScopeSpec.doc
Req Attachment 1.doc

ADO040061-A1 .pdf

Al Contracts |

Contract # Supplier Status StartDate End Date Amend Amend #

 Lontracts |
[RUTE sy
| Search |
@._,. - ADD400B1-A1-0  Main Draft  09/11/2003 09f11/2004  No 0

Save as: « Draft © Complete

Subrnit Feset
These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or questions to the Site Administrator
hanoa ok AV bt kB i Theare et P T S S ooy ey I =
[&] pone [ [ |5 & mternet
dhstart||| (] @ 51 || Enoveldeivered appiicati.. |[&AD0A: SPIRIT - Autam.. (=@ § @O NHEEBAES S osem

Any "attachments" added to the "Main Contract" need to be common to all suppliers. You
might attach a spreadsheet containing additional evaluation information, etc.

The "All Contracts" section will contain links to any supplier contracts once the "Main
Contract" has been submitted as "Complete."

For practice sake, Click on the Ml button to save it as "Draft" so you can view the
link for the contract from the solicitation for familiarization.
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=SPIRIiT;

Automated eProcurement System

[—Hare g : =
You are logged in as 3. Proposals __________

Pete Mahnke 4. Evaluation(sy = e View
| Requisitions | 5. Proposal Evaluation Reports - View
'Solicitations | 6. Solicitation Evaluation Report = ——ememe View

7. Tabulation e View
BoGantract 000 e View
'Evaluations | Solicitation Review Comments
I've added the Line ltem you requested.
| Lontracts |
I

OK, thank you. Looks good to me.

| Other |
| Search |
Approvals
@ = PO Pete MahnkelArizona State 08/25/2003

Procurement Office 121211 Pt
Customer:Pete Mahnke/Anzona State 08/25/2003
Procurement Office 12:10:27 Ph

These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or gquestions to the Site Administrator
(C) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

& Draft [ [ [2 |4 mnterret
:QStart”J & & |J [ novell-delivered Applicati... I@ADDR: SPIRIT - Auton... |5®l§ & AEIN 2 Rl T & m:osPm

Once you have submitted the contract as Draft, you are back at the solicitation. Scroll to the
bottom of the solicitation and click on the View link for contract to return to your draft.

/Z} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer 18] x|

File Edit View Favorites Tools  Help
Gk ~ = - (D it | @search GalFavorkes @meda <4 | B S =1 5

Address I@https:ffsplnttest‘az‘gDvﬂApphcat\unsﬁ’SPIRIT;‘SR‘nsf x| e ‘Lmks »

.

YOL: are logged in as The "Centracts By Main Contract”
Eocihtke screen opens.
W Click on the "Main Contract" humber
link to open.
| Soliciatons |
Contract # 8 atus Start Date End Date Amend Amend #
EI‘E].EEEIE ADUAOGETATOl Draft ~ 09/11/2003 09/11/2004 Mo 0
Lﬂjﬁ_ <Previous Documents Next Documents>
[ Search |
@W& These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
{c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

|@ javascriptiviewDocP( ADSM SQNURS) | ‘ |é |° Internet

ighstart ‘ o @& & ‘ & ovel-delivered Appiicati... ||&]ADOA: SPIRIT - Autom... L@ HONEERMBE  sorm
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The "Contracts By Main Contract" screen opens (image previous page). Click on the "Main
Contract" number link to open. Click on the contract number link ( ADO40061-A1-0 )

43 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer - (=] x|

Fle Edt view Favortes Tooks Help ﬁ

EBack - = - @D A1 | Doearch GFavories imedn 08| By S =1 H
=] oo [Lnks >

Address [ ] https: /fspirittest a2.goviApplications/SPIRIT/SR. nsf

Like most documents saved in Spirit as "Draft" the return |
view is "View" mode.

" Click on the "edit" icon to open so that you can complete
7 - the contract.

[_Home T ToRGH = =
You are logged in as: Contract
Pete Mahnk
M lon #AD040061-A1
Document Information
Type: Main Amendment:No Amend. 0
Proposad #:
valuatior Requisition ADSM- Solicitation AD040061- ContractAD040061-
- #: S5ONUQB #: Al #: A1-0
| Contracts
_____ Created By: Jon Kopperud/az.gov Date 09/11/2003
| Uther | Created:
[Search PO Pete Mahnke/Arizona Date
ﬁ Assigned: State Procurement Office  Completed:
e 1 PM Rex Martin/Arizona State  PA Katherine
P Assigned: Procurement Office Assigned: BabonisfArizona State
Procurement Office
Gov't Entity: Arizona State Type: Agency
Procurement Office
Process Pending Contract Status: Draft
Status:
hanoa D uord - |
[&] hteps: jfspirittest, az. gov/Applications{SPIRIT/PRO. nsF /856 2edefef 019885807 2560 2005F 9920 /0837 7ebba9ed321 072564920075 aa1 5?EditDoc l_l_]—é_ & Intarnet
'ﬂstart”] o @ 4 |J B novell-delivered Applicati... I £]ADOA: SPIRIT - Autom... (2@ QEANTEEDIESE a0

Like most documents saved in Spirit as "Draft" the return view is "View" mode.

Click on the "edit" icon . to open so that you can complete the contract.

Scroll to the bottom of the screen, change the status to "Complete” and click on the

Ml button

Once again you are back at the solicitation. Again, scroll to the bottom of the screen to
access the contract(s).

Click on Vlﬂ to open the contract
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Contracts
By Main Contract

Fage o 1on 1141

|| Search |

Contract # Supplier Status Start Date End Date Amend Amend #

ADOA0061-A1-0 Main Complete 091172003 02/11/2004 Mo 0
Grants

ADOA00E1-A1-1 Complete 0971152003 0971172004 Mo 0
Tombs

=<Previous Documents Next Documents=

The "Main Contract" is listed and now the supplier specific contract is listed as well.
Click on the supplier contract link ( ADOA0061-A1-1 ).

2} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer ===
Fls Edt View Favorbes Tools Help
EBack - = - @) A | Doearch GFevorkes Fhmeds OB | By Sl H

Address [ ] https: [fspirittest a2.gov/Applications/SPIRIT/SR. nsf | e |L|rvl<5 b

[Hone T ragaut] -
¥ou are logged in as
Pete Mahnke
| REqUISTUONS |
| SOlIcitations |
Document Information ]
Proposa Create ARTSTANE arcel Contract
—_— Type: Supplier Amendment:No Amend. 0
#:
RSN Requisiton ADSM- Solicitation AD040061- ContractAD040061-
(Other #: S5ONUQB #: Al #: Al-1
R | T E— Created By: Jon Kopperud/az.gov Date 09/11/2003
Created:
3 il PO Pete Mahnke/Arizona Date 09/11/2003
@w'd{‘ Assigned: State Procurement Office Completed:
PM Rex MartinfArizona State  PA Katherine
Assigned: Procurement Office Assigned: Babonis/Arizona State
Procurement Office
Supplier Grants Tombs Proposal #: ADSM-5QRSVQ-1
Name:
m Gov't Entity: Arizona State Type: Agency El
|&] complets [ | |2 @ mternet
dhstart||| (] @ (5 || Enovelkdeivered appicati... |[£]ADDA: SPIRIT - Autam... (@i @@DNZEREEFSE. o

Contract management functions are available now.
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The "Request Amendment" button (within red square image previous page), functions
somewhat like an amendment that we create today. Clicking on this button generates a
window that you can type in. You would type the reason for the amendment; once complete,
the system would send an e-mail to the contractor, thereby opening the door to
communication.

The contractor has a "Request Amendment" button as well. It functions primarily the same
way it does on this end. Once the PO receives the "Request," he or she can decide whether
it is warranted and create an amendment.

The "Create Amendment" link is used to create an amendment. The Spirit system will
generate a duplicate of the contract, that once signed off on by both would be the active
contract.

This process functions much like the solicitation amendment. The main difference being that
the PO makes any changes to pricing, etc. and if acceptable, the contractor signs off in
agreement. So control of the document is in the hands of the procurement office, not the
contractor.

NOTE: when an amendment to a contract has been approved by all parties, it is necessary to
go into the original contract that was amended and cancel it. If this is not done users will not
know which one to use as they will both show as active.

Clicking on the "Cancel Contract" link would cancel this specific contract. Canceling the
entire contract for all contractors would be done at the "Main Contract" screen.
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<2} ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer i _|& x|

Fla Edt View Favorites Tools  Help |

EBack - = - @ & | @search Favortes Evedia OB | By S =1 =

address [&] https: jspirittest.az. govfApplications/SPIRIT/SR. nsf

=SPIRI;

Automated eProcurement System

| e |Lmks =

L TR TIET & 7~ -l
You are logged in as * Price Sheet
Pete Mahnke * BAFO
| Requisitions |
[Solicitations | : |7
Add Remove I
ScopeSpec.doc
Froposals | Req Attachment 1.doc
A£D040061-A1.pdf
— Rangle BAFO Attachment.doc
AU s All Contracts
[ search™ Contract # Supplier Status Start Date End Date Amend Amend #
EE - = ADO40O0G1-AT-0 Main Complete 09/11/2003 09/11/2004 Mo 0
e Grants
ADO40061-A1-1 Tombs Complete 09/11/2003 09/11/2004 Mo 0
These pages are maintained by the Arizona State Procurement Office.
Please send comments, suggestions, or gquestions to the Site Administrator
() 2003 State of Arizona Department of Administration, Arizona State Procurement Office
Bt — EEEe

lstart |J @ 3 H B Hovel-delivered Applicati... | &]ADOM: SPIRIT - Autom... [E G DONEEARSE  aoem

You may attach any supplier specific documents to each individual suppliers contract by

clicking on the in the attachments section; it functions the same as with
attachments to solicitations. Any bonds or insurance certificates that arrive after award can
be scanned and attached.

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer =] x

File Edit View Favorites Tools  Help

4=Back ~ =+ - 7Y | @ysearch [CEFavorites Media B | By & =1 =

address [&] herps:/jsprittest .az.govApplications/SPIRIT/SR . nsf =] e |Lmks =

=S PIRII;

Automated eProcurement System

[Home — T Taga0 |
You are logged in as:
l&% Document Information ]
Request Amendment

| Soflicitations | Create Amendment | Cancel Contract

Type: Supplier Amendment:No Amend. 0

#:

Requisition ADSM- Solicitation ADO040061- ContractAD0O40061- |
FEvaluations | #: 5QNUCQB #: Al #: Al-1

Created By: Jon Kopperud/az.qov Date 09/11/2003
| Contracts | Created:
Bl ey PO Pete Mahnke/Arizona Date 09/11/2003
mseey Assigned: State Procurement Office Completed:

PM Rex Martin/Arizona State PA Katherine

ﬂww Assigned: Procurement Office Assigned: Babonis/Arizona State
sl Procurement Office

Supplier Grants Tombs Proposal #: ADSM-50RSVQ-1

Name:

Gov't Entity: Arizona State Type: Agency

Procurement Office

Process Complete Status: Complete

@ ;umD\ete [ [ & [# mternet
il start |J ] & = |J Elnovell-delivered applicati. .. |[&]ap0a: SPIRIT - Autom... [Zdres & DN EERESC.  s0eem
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Contract Amendment
; ADODA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADOA LAN

: T
B
Geak - = - @ [8) AY | Qeeren Garevotes Bveds (B (2 S 5

Address [&] https: //spirittest. az. govjApplications/SPIRIT/SR sk

=SPIRIT;

Automated eProcurement System

| @ |Lnks ®

You are logged in as
Fete hﬁghnke Contract
| Requisitions |
 Solicitations |
Document Information 7
Fequest Amendment
M ancel Contract
 Lontracts | Type: Supplier Amendment:No Amend. 0
#

Requisition ADSM- Solicitation AD040061- ContractAD040061-
jother | #: 5QNUQB #: Al #: Al-1
(search | Created By: Jon Kopperud/az.gov Date 09/11/2003

Created:
by raamia PO Pete Mahnke/Arizona Date 09/11/2003
: Assigned: State Procurement Office  Completed:
PM Rex MartinfArizona State  PA Katherine
Assigned: Procurement Office Assigned: Babonis/Arizona State
Procurement Office

Supplier Grants Tombs Proposal #: ADSM-5QRSVQ-1

Name:
m Gov't Entity: Arizona State Type: Agency =l
[€] https:irsirittest a2, goviApplications/SPIRIT/PRO. nsF/Proct OpentL ogin&Action=Create Contract Amend?OpenaL ogindDochum=ADSM-SRATSY [ [ |5 |4 mtemet
Hstart| | @ 1 o] || Enoveldeivered appicati,. |[£]aD0A: sPIRIT - Autom... (S GO e BN MEERE  2:2m

To create an amendment click on the Create Amendment |ink

7 ADDA: SPIRIT - Automated eProcurement System - Microsaft Internet Explorer provided by ADOA LAN

=18lx]
Fle Edb Wiew Favories Tooks Help
ek - = - @ [2] Ay | @seren Grevortes Fvese (| B S 5

Address [&] https://spirkttest, az.gov/Applications/SPIRIT/SR. nsf

=SPIRITE Y

Automated eProcurement System

= e ‘L\nks E

NOTE: As a State Agency, you are only allowed to use contracts that aFe either Statewide B
Contracts or contracts that are assigned to your Agency. You are not allowed to use other
Agency Contracts

You are logged in as
Fete Mahnke

| Requisitions | o Start Date: [a =] [11=][e00: -] EndDate: 09/10/2004

[ Solicitations | Term: [ Yearts) ] FOB: [Destination

Payment Terms:  Net 20 Delivery: 12 A.R.O. Days
Contract Extension Allowed Max 2 Year(s)

e — Extension:

Lontracts | Amendment Information

Contract Reassignment

b e Reassign || Search
‘ N/A
Contractor Amendment Approval
Not Yet Approved

Solicitation Information |7

m Title:  Solicitation Creation Type:RFP B

[&] pone [ [ |5 |4 mtemet

dhstart| | @ G ] || Enovelelversd appicat. . [£1nD0A: SPIRIT - Autom... (GO ENMEERC  20m
The manual has taken the liberty of scrolling down to roughly the middle of the amendment
draft screen to the Contract Information section.

Page 231 of 244



Contracts POPMPA Section 6

Note that you can use the drop down menus to change various information. To change the
Start and End date, simply select the new start date. The System will not recalculate the new
End Date until the amendment has been submitted as "Draft" at the least.

/2§ ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided By ADORLAN ST

Fle Edt View Favories Tools Help
GEak - = - (D A | Qisearch  FFavories ({imeda @‘ 2 =

Address [{&] https://spirittest, az.qoviApplications/SPIRIT/SR.nsF

=SPIRIT

Automated eProcurement System

] @e0 ks>

[Horie =560t MNOTE: As a State Agency, you are only allowed to use contract at are é\ther Statewide -l
You are logged in as Cantracts or contracts that are assigned to your Agency You are not allowed to use other

Pete Mahnke Agency Cantracts.,
| ReqUISItIons | o Start Date: 9 -|[11=][2003 ] EndDate: 09/10/2004
[ Solicitations | Term: 1 Years) | FORB: Destination
Payment Terms_: Net 20 Delivery: 12 AR.O. Days

Contract Extension Allowed Max 2 Year(s)

| EVallations | Extension:

LIRS — Amendment Information

Bl e
: Contract Reassignment
gE‘. = 't_‘ Reassign || Search
NA
Contractor Amendment Approval
Not Yet Approved
Solicitation Information 7
m Title:  Solicitation Creation Type:RFP ol
@ oore e EEC T
i#Astart H 29 H EEnovel-delivered Applicati... || &7ADOA: SPIRIT - Autom... [Z G ENMEERE  20m

Use the Amendment Information section to enter the language describing what is being
amended.

This amendment will affect pricing, so it will be necessary to visit the Price Sheet to make the
necessary change(s).

Contract Reassignment will be covered in the section following this contract amendment
lesson.

Scroll down to and click on the *_Price Sheet jink to make the necessary changes to the
pricing for the amendment.
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File Edit Wiew Favorites  Tools  Help

—18Tx]

Back - = - @ ﬁ | @Search @Favur\tes @Med\a @‘ @. a

] P [ums

Address |:gjh_| lalx]
oo Com. Code B
. esC. = Unit Ext
Com. Code Manufacturer Oty % - : Add
e Com. Code Price Price
Item Desc.
Motor Scooters
and Trucksters, B
| _Home | Electric Powered &
Yougrel | OO0 fncldng Gof g oo 1 $890000 $390000 —FEmO
Fetel| - Carts and Al i g
TRequis| Terrain Vehicles)
[Solicita 8852'0020' All Terrain
[FTopUs Motor Scooters
valua and Trucksters,
Em 0070002 Slectic Powered
O d B
 CONraqig fnelading o Rammelpoolshank 10 $7.495.00 §74.950.00 e
Terrain Vehicles)
0070-0020-
har otor Scooters =
U
m oLl Add Line ltem
Close Reload
8. — :
ol * Offer & Acceptance
* Price Sheet
Add Femove
Help Req Attachment 1.doc
hanng B ARNANNARY Ad nAf ﬂ
[ [ [ [ |8 mremet

@hstart H & 5 H Eovelldelversd Appicati... | £1ADOA: SPIRIT - futomat. . | [ESPIRIT: Price sheet - .

[Zea@H0e BNMAEERT  zaem

In this instance, the pricing change will be made to Line ltem number 2 . To edit the pricing
click on the Line Item number in question. The Line Item window will open in a "draft" mode,
allowing for editing.

Click on the Line Item number to open the Line Item for editing.
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—18Tx]
Back - = - @ ﬁ | @Search @Favur\tes @Med\a @‘ @. g a
Ioix] ] P [ums
1o |
] B Ext =
Contract Line ltem e Price &
Contract # AD0O40061-A1-1-A1
¥ ; | =
au are loc
=il ine Item # 2 7 0000 $8,900.00 "
'Requis| 00700020 Hotor Scooters and Trucksters, Electric Powered
: (Including Golf Carts and All Terrain Vehicles)
| 20l 0070-0020- Mator Scooters
Brobod 0001
wlnes Grp Pricing  Qty U % @ UnitPrice BExtPrice
vVd a
Bl | FP 10 Each N [Br#so  §74,950.00
R | S 95.00 $ 7485000 —Someve
Ll |Rammelpnmshank = [+1+]
Manufacturer: i
(Other | @ Model: [RPs Rev 22
| Search o Catalog #: IRangIe & Associates
Catalog |hﬂp:ﬂ\mmv.rang\eassos.:om -
] Catalog |3rd Qtr 2003 supplemental
Date:
a Part #- Iniza =l
Add Femove
Help Req Attachment 1.doc 5
hanng B arord ARNANNARY Ad nAf =
[ [ [ 5 [ mtemet

Note in the image of that the information is in edit mode. Make any appropriate changes.
[$7,495.00 ., [$7.3B5.00

In this instance, the PO has changed the Unit Price from

If this is the only change necessary to the Line Item, scroll to the bottom of the Contract Line
Item screen and click on the Submit button.

Click on Ml if complete. Note, you may return and make changes even though you
have submitted the change as "Complete."

If you open the Line ltem again, it will still be in edit mode.
Once the line item is submitted you will be returned to the Supplier Contract Price Sheet. If
no other changes to the prices are necessary, you may close the document, by scrolling to

the bottom and clicking on the Close button.
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With the Price Sheet closed; you are now back at the contract amendment draft. Once all
changes necessary have been made, scroll to the bottom of the contract amendment screen
and Submit.

/3 ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADOA LAN 8] ]

Fle Edt View Favorlies Tools  Help ﬁ
bk - = - () A | Qzearch fFavorites (irteda @‘ E- =t

Address [&] https:/fspirittest. a2.qov/Applications/SPIRLT/SR.nsf

=SPIRIT

Automated eProcurement System

[ Fiome —TEaa ] i AT =
You ars logged in as copeSpec.doc
Pete Mahnke Rangle BAFO Attachment.doc
| Requisitions |
 Solicitations | All Contracts
Contract # Supplier Status StartDate End Date Amend Amend #
"Evaluations ADQA0CB1-A10  Man  Complete 09/11/2003 09/11/2004 No 0
(Lontract | AD040061-A1-1 %ﬁn”éi Complete 09A11/2002 09/11/2004 Mo 0
Grants

ADOA0DBT-A1-1-A1 Draft 09/171/2003 09110/2004  Yes 1

[Other Tomes

Save as: ¢ Draft © Submit To Contractor for Approval « Cancel

P  Complete
% NI i
Submit | Reset

These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procurement Office

Help
B e O
@start| | & 5 ) || Enoveldslivered Appicati,., || £]aD0A: SPIRIT - Autom... [Za¢DI§ ENEEGE  2oim

Save As:
Draft - allows you to return to the amendment to complete at a later time.
Submit to Contractor for Approval - submits the amendment for electronic signature (bilateral)

Cancel - cancels the amendment draft. If an amendment draft is cancelled, the PO can use
the cancelled amendment draft for a future amendment if the need arises. The status will
show as cancelled, but it can be edited at a later time and submitted to the Contractor for
Approval or unilaterally completed.

Complete - this allows the PO the functionality to complete an amendment unilaterally and
does not require an electronic signature by the contractor. It is also used after the supplier
contractor has approved the amendment. At that time the PO must go into the amendment
and submit as complete. REMEMBER to cancel the original contract amended after
completion.

For the purpose of the manual, this amendment will be submitted to the contractor for their
approval.

Change the status to Submit to Contractor for Approval and click on the Ml button

You will then be returned to the My Contracts by Contract Number screen.
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; ADOA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADDA LAN

File Edit View Favorites Tools  Help

¢Back -~ = - @ ﬁ | @Search @Favur\tes @Med\a Qg‘ @.

SHE

Address [&] https://spirittest, az.gov/Applications/SPIRIT/SR nsf

/;n!:'f;;,é =
? v,‘“.
LT 1 1 AD040068-2-A1 Azspo  Draft 09/16/2003 09/15/2004  Yes
You are logged in as Test
Pete Mahnke
| Requistions | AT
[ Solicitations | ADD40061-A1-0 hain Complete  09/11/2003 09/111/2004  MNo
ADO4006-A1-1 %?%SS Complete  0911/2003 09/11/2004  No
| Evaluations |
Grants dpeiced
contracts | ADOIDOBI-AT-1-A1 T 750" By 09/11/20023 0910/2004  Yes
Contractor
AD040044
(Other | ADO40044-0 Main  Complele 08/05/2003 08/05/2004 Mo
[ Search | Joe
AD040044- 1 Azspo  Complete  08/05/2003 08/05/2004  No
Test
AD040043
AD040043-0 Main Complete  08/05/2003 08/05/2004  No
Joe
ADO40043-1 Azspo  Complete  08/05/2003 08/05/2004  No
| Test
e

El

|@ Pendlng Contractor Approva\

stan||| @ 5 [ || Enoveldeivered appicat. .. |[£]aD0A: SPIRIT - Autom...
The PO will from time to time need to check on the status of the contract amendment. In the
image above the status indicates that the amendment has been approved by the contractor.
Once approved by the contractor, the PO will need to go back to the amendment to
complete/finalize the amendment.

Click on the amendment number link AD040061-A41-1-A1

[ |3 |8 meemet

(o@D BNMAEERT  zsoem

Once in the amendment, remember that the document will be in View mode. You must click

on the Edit Icon & . (red pencil) to complete the amendment.

Once in edit mode, scroll to the bottom of the amendment screen to complete the

amendment.
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7} ADDA: SPIRIT - Automated eProcurement System - Microsaft Internet Explorer provided by ADDA LAN o =1 3]
Fle Edit View Favoritss Tools Help | 3

Geeck - = - @ [2] AY | @iseren Grevortes Fmese (| B S 5

Address [&] https://spirkttest, az.gov/Applications/SPIRIT/SR. nsf

Automated eProcurement System

A1.p
You are logged in as ScopeSpec.doc
Fete Mahnke

Rangle BAFO Aftachment.doc

| Reguisitiions |
| Solicitations | :
Contract # Supplier Status Start Date End Date Amend Amend #
| Evaluations '} ADO40061-A1-0 Wain Complete  09/11/2003 09/11/2004  No 0
 Lontracts | Grants
AD040061-A1-1 Tombe  Complete 09/11/2003 09/11/2004  No 0
Grants B oRICHEH
oL — ADO400B1-AL-1-A1 £ 5= By 09/11/2003 09/10/2004  “Yes 1
Contractor
(SSRGS

- = Save as: ¢ Update « Cancel # Complete

Submit | Reset

These pages are maintained by the Arizona State Procurement Office
Please send comments, suggestions, or questions to the Site Administrator
(c) 2003 State of Arizona Department of Administration, Arizona State Procursment Office

[&] Pending Contractor Approval [ [ & |4 mtemet

i#fjstart H e 5 H H ENovel-delivered Appicati.., |[£7ADOA: SPIRIT - Autom... [Z o@D E BN HEEDE

251 PM

Change the status from Update (the default in this instance) to Complete and click on the

Ml button. This is your electronic signature.
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/Z} ADDA: SPIRIT - Automated eProcurement System - Microsoft Internet Explorer provided by ADOA LAN =] x|
File Edit View Favarites Tools  Help -

¢Back -~ = - @ ﬁ | @Search @Favur\tes @Med\a Qg‘ @. a

Address [&] https://spirittest, az.gov/Applications/SPIRIT/SR nsf

AL
wE Yl e
|
LT . B il
You are logged in as ADDA00ES-1 Tormb Complete  09/16/2003 09/16/2004  No 0
Pete Mahnke Bl
| Requistions | Grants
ADO4D0SE-1-A1 [ Draft 09/16/2003 09/16/2004  Yes 1
= Joe
AD040069-2 Azspo  Complete  09/16/2003 094162004  No 0
| Evaluations | ==
contracts | p
AD0D40069-2-41 Azspo  Draft 09/16/2003 09/15/2004  Yes 1
Test
AD040061-A1
[ULIETSmw==]
PEearen ADD400G1-A1-0  Main Complete  09/11/2003 09/11/2004  No 0
Grants
g@ ADOM00G1-A1-1 | L2 Complete  09/11/2003 08/11/2004  No 0
Grants
ADD40061-A1-1-A1 Complete  09/11/2003 09/10/2004  Yes 1
Tombs
AD040044
AD040044-0 Main Complete  08/05/2003 08/05/2004  No 0
Joe
@E AD040044-1 Azspo  Complete  08/05/2003 08/05/2004  No 0 5
- Tort =
[& Comp\ete [ |5 [ intemet
dhstart| | @ 5 [ || Enovel-elversd appicati. . |[£]aD0A: SPIRIT - Autom... (2@ HOE ENMERTE. 2sm

Once submitted, the user (PO) will be routed to the My Contracts By Contract Number screen.

Click on the original contract number link ADO40061-A1-1

As noted previously, the user must cancel the previous version of a contract once an
amendment has been completed.

7} ADDA: SPIRIT - Automated eProcurement System - Microsaft Internet Explorer provided by ADDA LAN

=151

File Edit View Favorites Tools Help

Geeck - = - @ [2] AY | @iseren Grevortes Fmese (| B S 5

Address [&] https://spirkttest, az.gov/Applications/SPIRIT/SR. nsf

= e ‘L\nks E

=SPIRII;

Automated eProcurement System

[ Fome T I5aa0 -
ounseains Contract
'Requisitions | Sohcttatron #AD040061-A1
| Solicitations |
Document Information 2]
| Evaluations |
Lontracts | Type: Supplier Amend. 0
#:

Requisition ADSM- Solicitation AD040061- ContractAD040061-
[Other ] #: 5QNUGRB #: Al #: Al-1
[Search | Created By: Jon Kopperud/az.gov Date 09/11/2003

Created:
—manad PO Pete Mahnke/Arizona Date 09/11/2003

Assigned: State Procurement Office  Completed:

PM Rex Martin/Arizona State  PA Katherine

Assigned: Procurement Office Assigned: Babonis/Arizona State

Procurement Office

Supplier Grants Tombs Proposal #: ADSM-5QRSVQO-1

Name:
m Gov't Entity: Arizona State Type: Agency =
[&] hteps: n’spwttest az.govApplicationsfSPIRIT/PRO.nsF/Proc? Openfd oginfdction=CancelContract?OpenaDocNum=ADSH-SRATS Y BDocHUmPra=/ [ [ & |4 mtemet
igfjstart ‘ (G | ‘ B novel-delivered Applicati... lm |5n§®ﬁ|ﬂa SN MEEEEE.  2miem
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Click on the Cancel Contract jink to complete the process.

7 ADDA; SPIRIT - Automated eProcurement System - Microsolt

=181

File  Edt Wiew Favortes Tools  Help

peck - = - @ [2] A | @seren Ggrevores Fvese (4 - S5 =

Address [&] https //spirittest, az.gov/Applications/SPIRIT/SR. nsf

=SPIRII

Automated eProcurement System

Logaut |
You are logged in as

Grants Complete

Grants

ADO40061-A1-1-A1 Tombs

=] pa ‘L\nks 2

Pete Mahnke A
| Requisitions | Add | Remove |
(Solicitations ™| Req Attachment 1.doc
AD040061-A1.pdf
EvaTatone ~ I s
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Note that the status of the original contract is Complete (Cancelled). If the step on
cancellation is skipped users may not be purchasing from the most current contract
document.

Next up

Reassigning Suppliers.
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Contract Reassignment
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At times it is necessary to reassign a contract to a new supplier. This demo covers the steps
to follow, when and if the need arises.

Click on the contract number link of the contract you must reassign. In this instance
ADOOOTE7-001-A9

Contract

Soficitation #AD040184
4 at 08:14:01 A,

Document Information 2

Create Amendment | Cancel Contract

Once in the contract, click on the &reate Amendment |ink at the top of the document.
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Once the amendment draft is created, scroll down to the middle of the document to the
Amendment Information section. Beneath this data entry field is the Contract Reassignment
functionality.

There are two ways to reassign a contract. One way is to type the name of the supplier that
you need to assign the contract to, in the Search field. Or, you can click on the Reassign
button and scroll through the list of suppliers in the database. In either instance, once the
supplier is located in the database, you must click on their name link. This will load the new
supplier as the contractor for a contract.

Note the N/A beneath the Reassign button. Once the new supplier is selected, this area will
indicate the previous contractor.

The manual will follow the first of the two options for reassignment.
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Amendment Information
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In the manual, this contract is being reassigned to Grant’'s Tombs. Type in the name of the
supplier that you wish to assign the contract to. With all searches, it is best to type only a
partial name with an * (asterisk) as a wildcard. Doing so will avoid any misspellings/typos that

may yield no results in your search. Click on the ﬂlbutton once you have typed the
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If there were more suppliers with Grants in the name they would be listed with the results.

If this is the supplier you will be assigning the contract to, click on the supplier name link
Grants

Tombs . This will load them into the contract as the contractor.
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Amendment Information
=]

[~
Contract Reassignment

Feassign |Grants* Search

Previous Supplier: Allund Everything
Contractor Amendment Approval
Not Yet Approved

Note that the amendment now indicates Allund Everything as the previous supplier.

Document Information 2]

Type: Supplier Amendment:Yes Amend. 1
#:
Requisition ADSM- Solicitation AD040184 ContractAD040184-1-
#: 5ZMPW6 #: #: Al
Created By: Notes Date 06/23/2004
Administratorfaz.gov Created:
PO Pete Mahnke/Arizona Date
Assigned: State Procurement Office Completed:
PM Rex MartinfArizona State PA Procurement
Assigned: Procurement Office Assigned: Administrator/Arizona
State Procurement
Office
Eupplier Grants Tombs rroposal #: ADSM-5ZMQ7W
ame:
Gov't Entity: Arizona State Type: Statewide
Procurement Office
Process Pending Contract Status: Draft
Status: Amendment

Were you to scroll back up the amendment to the Document Information section, you would
see that Grants Tombs is now the supplier on this contract.
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Amendment Information
=]

[~
Contract Reassignment

Feassign |Grants* Search

Previous Supplier: Allund Everything
Contractor Amendment Approval
Not Yet Approved

Don’t forget to indicate why this amendment is being published. SPIRIT does not do any of
this for you. Once done, scroll to the bottom of the document and submit it for completion.

_

Contract # Supplier Title Status StartDate EndDate A A#
TestLine
ADO40184-0 Main terminfo Complete 06/04/2004 06/03/2005 Mo 0
(Fart#)
Allund Test Line
ADO40184-1 E : terminfo Complete 06/04/2004 06/03/2005 Mo 0
werything
(Fart#)
Allund TestLine
ADOA0154-1-A1 : ltern info  Draft 06/04/2004 06/03/2005 Yes 1
Ewerything (Part#)

Save as: « Draft © Submit To Contractor for Approval © Cancel
c Complete

submit | Feset |

If you intend on finishing the amendment at a later time, leave the Save as: as Draft and click
on the Submit button.

If you require the suppliers electronic signature on the amendment, change the Save as: to
Submit to Contractor for Approval and click on the Submit button.

Or you may complete the amendment unilaterally by changing the Save as: to Complete and
click on the Submit button. If done unilaterally, you're done, if not, you will have to wait for the
supplier to approve the amendment. You then must give the document the final approval.

Don’t forget to cancel the original contract after the amendment is approved and completed.
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